WAYLAND PUBLIC SCHOOLS

Wayland, Massachusetts

PERSONNEL REQUISITION FOR POSTING &

CHANGE OF HOURS NOTIFICATION

All staff recruitment must be carried out in compliance with relevant laws, regulations, contractual provisions, School Committee policies, and administrative procedures.  This document must be completed by the principal of the school [or director of the program] where the vacancy exists or will exist.

In the case of a newly established position, or a vacancy caused by transfer or non-reappointment, the position will be posted upon receipt of this document in the Personnel Office. The principal’s signature at the bottom constitutes official confirmation that the individual being transferred or not being reappointed has received official notification.

If the vacancy is caused by the resignation, retirement, or leave of absence of a staff member, posting will occur upon receipt of this document provided that a letter of resignation/retirement or a request for a leave of absence has been received by the Personnel Office and accepted in writing by the Superintendent. If necessary, a letter from the principal attesting to a verbal communication will be accepted. Letters submitted to the principal should be attached to this form.

No posting or change of hours will be done without this completed document.  Do not begin recruitment until the vacancy has been properly posted in compliance with collective bargaining provisions.
Position: __________________________________________________
School: ________________________________

Start Date (or Date of Change): ____________________________________________


End Date:       
last day for staff in June


end of the day on ________________________________________(date)

Post:  
IN-HOUSE
WEBSITE

NOTE: CBAs require in-house positing of vacant positions. 

  





  In-house posting not required for temp positions.
Reason For Vacancy or Change:


Newly created position because_____________________________________________________
(reason)


Leave of absence for ________________________________________________________
(staff member)


Resignation/Retirement of ___________________________________________________ 
(staff member)


Transfer of ________________________________________________________________
(staff member)



Change in special education services for _____________________________________________
(student)


Change in hours (or FTE) for _________________________________________________ 
(staff member)



(
Increase: 
from _____________________
to ______________________



(
Decrease: 
from ____________________
to ______________________


For Vacancy Posting Purposes:

Hours per Week (if applicable): ______________________________

Special Skills Required (if applicable): _______________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

Signature of Principal [Director]: ___________________________________________Date: _______________________
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