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Request for New Position or Reclassification
Procedure
About
Purpose
This procedure establishes a consistent, transparent, and equitable process for evaluating requests to create or reclassify employee positions at Helena College. Staffing requests must align with institutional mission, workload demands, compliance requirements, student impact, and responsible stewardship of resources.
Scope
This procedure applies to all administrative, contract, staff, and faculty positions funded through any college fund type. This request can only be submitted by department directors.
Governance
This procedure is overseen by Fiscal Services and the Budget Council. Requests are reviewed by Budget Council and Fiscal Services, with recommendations advanced to Cabinet for final determination. If a member of the Budget Council has submitted a request, that member shall recuse themselves from the scoring process.
Evaluation Criteria
Position requests are evaluated using the following lenses, though a position does not need to fully meet all criteria to receive approval. 
1. Mission & Strategic Alignment — The position directly supports and advances the institution’s stated priorities and long-term strategic goals.
2. Regulatory/Compliance Risk — The position reduces institutional exposure to regulatory, legal, accreditation, or safety risks.
3. Student Impact — The position would meaningfully enhance access, service quality, responsiveness, or measurable outcomes for students.
4. Documented Workload/Capacity Evidence — Quantitative and qualitative data demonstrate a sustained workload demand that exceeds current capacity. Examples of evidence include backlogs, faculty overload, service time on tickets, growth or projected growth, etc.
5. Equity & Service Distribution — The request addresses inequities in workload, access, or distribution of services across units, roles, or populations.
6. Risk of Not Filling — The consequences of leaving the position vacant present a significant operational, compliance, or service-impact risk. Alternative options, such as process redesign, technology, cross-training, or reorganization, have been considered.
7. Fiscal Readiness & Sustainability – The request demonstrates a viable, responsible, and sustainable financial plan. (For example, what is the projected cost of the position? Has a funding source been identified such as fees, grants, CUR?) *Fiscal readiness & sustainability is required but is not the sole determining factor.
Submission Requirements
All requests must be submitted using the Request for New Position or Reclassification Form [link]. A complete form will include responses to all questions and will clearly convey the following:
· Key information about the requested position, including proposed classification, scope of work, and reporting line
· Timeline and dependencies
· Justification of need, according to the criteria listed above. Requests are not required to fully meet all criteria to be considered, with the exception of fiscal readiness and sustainability (#7).
Review of Requests & Possible Outcomes
Budget Council will review and score all requests using the Request for New Position or Reclassification Scoring Rubric [link]. After review, a request may be:
· Approved – Full or partial FTE funded
· Approved with Conditions – Scope, funding, or timeline modified
· Deferred – Will be re-evaluated at a defined future date
· Returned for Revision – Incomplete or missing justification or analysis
· Denied – Insufficient justification, misalignment with criteria, or funding limitations 
Fiscal Services will provide information about the availability of funding. Budget Council recommendations and funding information will be provided to the Dean’s Cabinet, who will make the final determination for each request. 
Review Cycle 
All requests are currently reviewed as they are received. 

Completed forms and role descriptions are submitted to your Cabinet-Level Supervisor who will submit to the Budget Council.
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