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Helpful Hints in Position Control 
 

 

 

New Hire: If mislabeled may lead to delays in the process. Contact your HR contact for questions 

a) If new to the district 

b) Substitute becoming Full Time or Part Time 

c) If questions contact your HR contact.  

Change of Assignment: 

a) Current employee coming to your building 

b) Current employee changing assignments within your building 

 

Unit Change: Employee moving among bargaining agreements. Contact your HR contact. 

 

 

a) New Hire: HR collects the references 

b) Change of Assignments within your building: No reference required 

c) Change of Assignments among buildings: Principals give notice to each other and agree on a start 

date if the change happens during the school year. 

 Check your unfilled/filled/pending vacancies before posting a vacancy that is going to be 

doubled. 

Icons: 

 : Adds a row                                                                           : Create a Lon Term Guest Teacher request 

: Edits information to be amended                                    :  Click to view applicant’s application 

: Deletes a row                     : Click to view applicant’s documents 

          : Saves the information                                                       : Applicants tied to your vacancy 

 

: Creates a PAF 

 

: Creates a Vacancy 

 

: Reposts a Vacancy 
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Understanding Your Allocation Book 
 

To view your allocations and to compare last and current year allocations 

To view your present year’s allocations: 

1. Open Position Control 

2. Hover over Allocation tab  

3. Click on Allocation Book  

4. Select your location, if needed 

5. Allocations for your school will be shown 

 

 

 

 

 

 

 

 

 

 

 

 

6. Helpful hints: 

a.  Click on this icon to view the Titles and break down of positions 

b.  Click on this icon to view allocation funding comments 
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Understanding Your Allocation Book 
 

How to compare to view your present year’s allocations: 

1. Open Position control 

2. Click on Reports  

3. Click on Allocation Reports  

4. Click on Allocation Book Reports 

5. Have the current School Year on  

6. Click on Allocation Book Discrepancy By Location (Totals Only)  

7. Select the way you will like your report to be ran

 
8. If click on New Window, the report will open in a separate window/document 

9. It will always compare current year against previous year. 

 

 

Helpful Hints:                  Red means that you have lost, or are over allocated on that position/Title 
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Understanding Your Roster 
Step by Step 

Position Control Home Page: 
 

Step 1: Always make sure you are in the correct year (As shown with red circle) 
 

 Select the tab “Roster” (As shown with blue arrow above) 
 

 
 



Your Guide Through Position Control 
 

7 
 

Understanding Your Roster: 
 

 
 
Step 2: Select Location to Pull Accurate Roster 
 

 Select Roster Type as “School” (As shown with blue arrow above) 

 Select the “Location” (As shown with green arrow above) 

 Click on “Roster” to update the mask 
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Understanding Your Roster: 
 

 
 
Step 3: Position Control Roster Page  
 

 Each Roster will separate out by title the breakdown of staff currently on the roster at 

that location (As shown above with blue arrow) 

 Each Roster will organize the staff by the following fields (As shown above with red 

arrows): 

o Last Name 

o First Name 

o Seniority Date 

o CTEM  

o Title 
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Understanding Your Roster: 

 

Step 4: Position Control Roster Page: 

 
 Select the “Purple”                    to create an “Internal COA” for the employee moving 

within your building 
o Example – If you are moving a Social Science teacher to become an English 

teacher within your building 

 Select the “Green”                      to create a “Vacancy Request” for an employee that has 
separated from your building 

 Select the “Orange”                    to create a “Long Term Guest Teacher Request” for an 
employee that falls within these “Replacement Reasons” 

o Change of Assignment 
o Leave of Absence 
o Separation 
o Substitute 
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Understanding Your Roster: 
 

 

Step 5: Position Control Roster Page:  
 

 Each staff member will have an FTE breakdown associated with their name and position 
(As shown above with blue arrow) 

 Each Roster provides the following categories to identify allocations (As shown above 
with red arrow) 

o Total Allocations Used 
o Total Allocations Allotted 
o Total Discrepancy 

 Red indicates over allocated (As shown above with purple arrow) 
 Green indicates available allocations (As shown above with gold arrow) 

 Each Roster provides a breakdown of staff allocation by category (As shown above with 
black arrow) 
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Understanding Your Roster: 
 

 
Step 6: Position Control Roster Page: 

 Each posted vacancy will show at the top of each roster section with the following (As 
shown above with blue arrows) 

o Closing Date 
o Vacancy ID 
o Title 

 To Request a Repost for a Vacancy select the   and complete the request form.  
Select Request Repost when complete 
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Allocation Request for Position Control 

Pre and Post Extension Instructions. Please contact FTE team for questions. 

Log into current school year and follow the guide below to open form: 

 Forms tab 

 Allocation forms 

 Contracted positions 

 Pre-Post Extension 

 Once opened you can start your request by clicking the employee button.   
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This will open a window with all emplyees at your site.  If you need to expand your search you can do so 

by clicking ALL under Location Type and Location. 

 

 

 

 

From here you start building your request. 

 Each single request can hold an unlimited number of employees.   

 You’ll just need to complete a form for each employee’s post and/or pre extension.   

 Funding strip should follow that of their contracted position – can be found on Terms panel 
H518 (special extension project may be used). 

 

As you work through the form click the save icon to complete each employee request.  

 

Important:  Pre and Post are not divided by fiscal year.  However, every effort should be made to have all 

Pre requests grouped and separated from Pro requests when possible. 

 

DO NOT click the Submit button until you have completed ALL your employee requests. 
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Add a new employee to the request by clicking the employee button again. 

 

Once you have entered ALL of your employee requests, click the Submit form button. 
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Following up on your request: 

After you submit your request 

You may check the status of your request by going to: 

 

• Allocations Tab 

• Pre-Post Extension Requests  

 

Choose the status from the drop down box menu and your location then hit the Search button 

 

 

 

To request a modification such as to add an employee, end an employee, change the dates, etc.  Please 

contact me by email at alpira@collierschools.com and copy fontanma@collierschools.com 

 

 

 

 

 

 

 

 

 

 

mailto:alpira@collierschools.com
mailto:fontanma@collierschools.com
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Resignations 

Most common mistakes on the received Resignations in HR: 

 EID field empty 

 Title not correct. This information is tracked for hiring and retention purposes. If the 

leaving employee is a teacher, the subject he/she teaches must be reflected. 

 Separation date: Be mindful of employee’s calendars. Non-working days are not eligible 

for separation dates. In doubt, please contact your HR or Payroll Contact. 

  
 The most recent resignation form has 2 pages. Ensure that the employee is completing the 

most recent resignation. The second page contains valuable information for the leaving 

employee. 
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Vacancies 

There are 2 ways to create a Vacancy: From the replacing employee , and from an available 

allocation . 

VACANCIES: How to create a Vacancy replacing an employee  

1. From your roster, click on the green arrow  by the name of the employee leaving your 

roster.  

a. If the employee left your roster already, the allocation is now available and it 

will show at the bottom of the column were the title sits.  (See next page for 

instructions) 

 
2. Enter the start date:  

a. As per bargaining agreement language, vacancies must be posted 7 days, unless 

it is a repost. Two week window will be a reasonable time to select a tentative 

start date. Once the PAF is submitted, indicate the start date agreed with the 

selected candidate. 

b. During the Summer time, be mindful of the calendar of the position you are 

posting. Employee calendars are posted on the compensation website.  

c. Be mindful of the new hire meeting calendar while the schools are in session. 

Refer to the new hire meeting calendar. We continue to hold new hire meetings 

each Monday, unless it is a holiday, then it is moved to Tuesday. 

 

3. If this is a New Allocation vacancy, no replacing employee is required, nor the 

Replacement reason. 

4. The name of the employee replacing field will be populated 

 

5. Select the replacement reason 

a. If it is a Change of Assignment, please enter in the Comments for HR box where 

the employee went. This will expedite the process and approval of the Vacancy. 

b. If the reason is Separation, make sure that HR has the separation form already; 

otherwise, the posting of the vacancy will be delayed until HR receives the 

separation form. 

 

6. List any special or preferred requirements, if needed. 

a. If this is a Science, Vocational or Resource, vacancy, please provide the course 

code 

b. If this is an IBI-3 vacancy, please indicate which Subject, besides the ESE 

certification, is required (IBI-3 requires ESE and a Subject Area, provide the code 

of the subject area) Your Principal or AP will provide you with the course code. 

http://positionctrl.prod.ccps.loc/forms.asp?page=XCREATE&schlNo=0331&empID=1000006376&vType=Administrative-Support&vFTE=1.00&posCode1=13001&vCalType1=105&newReplVac=N&pgTab=forms&vacType=S&formFrom=From%20Roster&schoolID=1025
http://positionctrl.prod.ccps.loc/forms.asp?page=XCREATE&schlNo=0331&empID=1000006376&vType=Administrative-Support&vFTE=1.00&posCode1=13001&vCalType1=105&newReplVac=N&pgTab=forms&vacType=S&formFrom=From%20Roster&schoolID=1025
http://positionctrl.prod.ccps.loc/forms.asp?page=XCREATE&schlNo=0331&empID=1000006376&vType=Administrative-Support&vFTE=1.00&posCode1=13001&vCalType1=105&newReplVac=N&pgTab=forms&vacType=S&formFrom=From%20Roster&schoolID=1025
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c. If it is an ESE Inclusion vacancy, indicate if it is Support Facilitation (Only ESE 

certification is required, Or if it is Co-Teach, which requires ESE certification and 

Core Subject certification.) Your Principal or AP can provide this information. 

d. Review that all the fields have been completed and click on  at the 

end of the Vacancy form.  

Please use the Comments for HR text box to communicate with HR.  
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VACANCIES:  How to create a Vacancy from an available allocation in your roster  

1. From your roster, click on the available allocation where you are going to post your 

vacancy. 

a. The available allocation sits at the bottom of the column were the title sits.  

b. Click on the green available allocation 

 

2. Enter the start date:  
a. As per bargaining agreement language, vacancies must be posted 7 days, unless 

it is a repost. 

b. During the Summer time postings, be mindful of the calendar of the position 

you are posting. Employee calendars are posted on the compensation website.  

c. Be mindful of the new hire meeting calendar while the schools are in session. 

Refer to the new hire meeting calendar  

 

3. Select if this is a New Allocation, or not.  

a. If New Allocation, please get the funding information from the FTE department, 

unless it has been provided already when the allocation was granted. Check 

with your Principal or AP. 

b. If Not a new allocation, and it is replacing an employee, indicate N on the above 

field 

c. Select the name of the employee being replaced  

 

7. Select the replacement reason 

a. If it is a Change of Assignment, please enter in the Comments for HR box where 

the employee went. This will expedite the process and approval of the Vacancy. 

b. If the reason is Separation, make sure that HR has the separation form already; 

otherwise, the posting of the vacancy will be delayed until HR receives the 

separation form. 

 

8. List any special or preferred requirements, if needed. 

a. If this is a Science, Vocational or Resource vacancy, please provide the course 

code. 

b. If this is an IBI-3 vacancy, please indicate which Subject, besides the ESE 

certification, is required (IBI-3 requires ESE and a Subject Area, provide the code 

of the subject area) Your Principal or AP will provide you with the course code. 

c. If it is an ESE Inclusion vacancy, indicate if it is Support Facilitation (Only ESE 

certification is required, Or if it is Co-Teach, which requires ESE certification and 

Core Subject certification.) Your Principal or AP can provide this information. 

d. Review that all the fields have been completed and click on  at the 

bottom of the Vacancy form.  
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How to repost a vacancy  

1. From your roster, locate the green row where the vacancy sits. 

 

2. Click on the blue turn arrow towards the right on the green line   

3. The below window will appear: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. By the closing period, indicate for how many days HR should repost the vacancy 

2. In the text box, indicate the reasons of the repost. 

3. Click on
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HOW TO TRACK YOUR VACANCIES 

From your Vacancy Request page you will be able to track the status of your vacancies. 

 Recommended field indicates the name of the employee that was hired to fill the vacancy 

 Status field indicates whether the vacancy has been approved, or if it is still pending approval to be 

posted. 

 Under the Action Column, if there are people by the review icon, it means that the vacancy has 

candidates in it.  No people means no one has applied to this vacancy. 

 

To narrow your search, you may click on the different fields, for instance, to see all your unfilled vacancies, click 

on the “Status” field and select “Unfilled” and under “Position Type” select the position type you would like to 

check. 
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Interview Requirements and Communication for 
Both Instructional and Non-Instructional 

Step by Step 
 

Position Control Home Page: 
 

 

 
Step 1: Always make sure you are in the correct year (As shown with red circle) 
 

 Hover your mouse over the tab “Vacancy” (As shown with blue arrow above) 
 

 As you hover your mouse over the tab “Vacancy” a drop down list will appear with the following (the 
drop down list will vary depending on access level): 
 

o Vacancy Requests 
o Qualified Instructional Applicants by Vacancy 
o All Applicants by Name 

 

 Select “Select Vacancy Requests” 
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Interview Requirements and Communication: 
 

 
 
Step 2:  Vacancy Request Management Page 
 

 Select the down arrow under the “Status” field (As shown with blue arrow above) 
o From the drop down menu select “Unfilled” 

 Select the down arrow under the “Submitted By” field (As shown with orange arrow above) 
o From the drop down menu select “All” 

 Select the down arrow under the “Location” field (As shown with the green arrow above) 
o From the drop down menu select Your School 

 Select the down arrow under the “Position Type” field (As shown with the gold arrow above) 
o Select the “Position Type” if you want a specific position or you can default to “All”  

 Click on Search to update the mask 
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Interview Requirements and Communication: 
 

 
 
Step 3: Vacancy Request Management Page 

 Select the “Action” feature by clicking on the three people icon (As shown above with blue arrow) 
o This will allow you to see the list of qualified applicants specific to the vacancy (As show below 

with green arrow) 
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Interview Requirements and Communication: 
 
Instructional Positions 

 A minimum of 6 qualified applicants are required to be interviewed.  If the vacancy has less than 6 

qualified applicants, then all qualified applicants are required to be interviewed. 

o All Veterans Preference Applicants are required to be interviewed (As shown below with green 

arrow) 

o An interview date for each applicant interviewed is required (As shown below with orange 

arrow).  A PAF cannot be submitted without this information 

o Do not send recommendation letter to applicant prior to vacancy closing 

o Each is school is required to keep interview documents for 4 years (Public Records Requests) 

o All applicants whether interviewed or not are required to have the appropriate letter sent to 

them (As shown below with gold arrow). A PAF cannot be submitted without this information  

o Newly implemented during the 2019-2020 hiring season is letter #14.  Letter #14 indicates the 

applicant was interviewed and highly recommended, but not selected.  This helps in the 

recruiting and staffing process for our instructional positions 
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Interview Requirements and Communication: 
 
Non-Instructional Positions 

 All EMPLOYEES under the CCAEOCAP Collective Bargaining Agreement are required to be interviewed 

o All Veterans Preference Applicants are required to be interviewed (As shown below with green 

arrow) 

o An interview date for each applicant interviewed is required (As shown below with orange 

arrow).  A PAF cannot be submitted without this information 

o Each is school is required to keep interview documents for 4 years (Public Records Requests) 

o All applicants whether interviewed or not are required to have the appropriate letter sent to 

them (As shown below with gold arrow). A PAF cannot be submitted without this information  

o Newly implemented during the 2019-2020 hiring season is letter #14.  Letter #14 indicates the 

applicant was interviewed and highly recommended, but not selected.  This helps in the 

recruiting and staffing process for our non-instructional positions 
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Qualified Applicants in Position Control 
Step by Step 

 
Position Control Home Page: 
 

 

 
Step 1: Always make sure you are in the correct year (As shown with red circle) 
 

 Hover your mouse over the tab “Vacancy” (As shown with blue arrow above) 
 

 As you hover your mouse over the tab “Vacancy” a drop down list will appear with the following (the 
drop down list will vary depending on access level): 

o Qualified Instructional Applicants by Vacancy 
o All Applicants by Name 

 

 Select “Qualified Instructional Applicants by Vacancy” 
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Qualified Instructional Applicants by Vacancy: 
 

 
 
Step 1: Always make sure you are in the correct year (As shown with red circle) 
 

 Select the specific title/content area of interest (As shown with blue arrow above) 
o Example:  Science, Math, Social Science, etc… 

 

 Select the location if you want a specific school or you can default to “All” (As shown with green arrow) 
 

 Click on Search to update the mask 
 

 
 

 
 

 
 
 
 
 



Your Guide Through Position Control 
 

29 
 

Qualified Instructional Applicants by Vacancy – Specific to Applicants: 

 
Step 1: Always make sure you are in the correct year (As shown with red circle) 
 

 Select the “Action” feature by clicking on the three people icon (As shown with blue arrow) 
o This will allow you to see the list of qualified applicants specific to the vacancy 
o This will also allow you to see who was already recommended for the position (highlighted in 

green below) 
o Please note the applicant list does not identify if the applicants not recommended for hire were 

hired in another district, school, or position, but it does give you a list of qualified applicants 
you can contact 
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PAF Submittal 
Creating an Internal Change of Assignment Personnel Action Form (PAF) 

 
From within your Building: Click in blue    by the name of employee in your roster 

How to create an internal, within your building, Change of Assignment PAF.   

3. From your roster, click on the blue arrow  by the name of the employee.  

 

4. The top section of the PAF will be populated with the information of the employee changing the 

assignment. 

 

5. Select the employee replacing: 

a. If the employee is replacing another employee in your roster, select the name of that 

employee. 

b. The assignment will populate, which will avoid you to enter the new assignment 

c. If the employee is not replacing another employee on your roster, but rather changing FTE, but 

the titles are the same, the employee is replacing him/herself.  

d. If the part of the assignment is changing, the employee is replacing him/herself 

e. Select “Other” if none of the above qualifies and explain.  

 

6. Enter comments as needed in the HR Comments box, such as: If the start date is different than what the 

PAF indicates, or if the replacing employee accepted an assignment at another school, etc.  

 

7. Because it is an Internal, within your building, Change of Assignment PAF, there is no need to add a 

reference.  

a. When an employee is coming to your building from another school, the Principals must 

connect, to agree on the start date of the employee coming to your building, to collect a 

reference, and as a courtesy to the principal losing the employee.  
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8. Populate the New Assignment row with the new assignment information. To do so, click on the Edit Pencil

. Once the changes are made, click on the save icon . 

 

 

 

 

9. If a Science, Resource, Vocational, ESE Inclusion title is selected, a window will pop up warning you that 

course code is required. Click OK on it. 

 
 

10. Click on the pencil on the Additional Title information row to provide the course code, ESE Inclusion Type, 

or the Additional Subject. Click on the save  icon to save the information entered. 

 
 

11. If ESE Inclusion title is selected: 

a. Indicate in the field Inclusion Type if it is Support Facilitation, or Co-Teach 

i. If Support Facilitation, no other information is required 

ii. If Co-Teach, enter the subject the employee is going to teach, besides ESE. 

iii. The above information can be gathered from your Principal or AP. 

 

12. Because this is an internal change of assignment, within your building, the From Assignment section should 

be populated. Review that this section is accurate. 

 

13. Click on the Submit Form icon  to submit this PAF  
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Creating a Personnel Action Form (PAF) from a Closed Vacancy 

Change of Assignment - If a current employee moving among buildings –  

New Hire - If new employee to the district, or Guest Teacher becoming a Full Time –  

How to create a PAF, from a closed vacancy. 

1. From your roster, click on the green arrow  by the closed vacancy.  

 

 

 

2. After the vacancy has closed, and upon submitting all the courtesy letters, then the icon to submit the PAF 

will become available at the button of the closed vacancy.  

 

3. Complete the below fields 

 

4. To pull the recommended candidate’s  name, click on Applicant, under the Recommendation section  

 

5. A window with the list of candidates will appear.  

 

6. Click Select                by the name of your candidate  
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7. The Personnel Action Form (PAF) will populate with the name of your selected candidate 

 
 

 

8. Hire Types: 

a. Change of Assignment: When your selected candidate is a district employee, coming to your 

building from another building 

b. New Hire: When your selected candidate is a new employee to the district, or a Guest Teacher 

or Guest Assistant becoming full time 

 

9. Add a Reference: This is a Required field in PAFs with employees coming to your building from another 

building 

a. Change of Assignment PAF: the Principals must connect to agree on the start date of the 

employee coming to your building, to collect a reference, and to inform the leaving principal of 

his/her potential vacancy. 

b. New Hire PAF: HR collects the References.  

 

10. The New Assignment will be populated ~it comes from the vacancy request~ 

 

a) Click on the pencil, under the functions columns, to amend, correct, the fields.  
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14. If the new assignment is Science, Resource, Vocational, ESE Inclusion, a window will pop up warning you 

that course code is required. Click OK on it. 

 
 

15. Click on the pencil on the Additional Title information row to provide the course code, ESE Inclusion Type, 

or the Additional Subject. Click on the save  icon to save the information entered. 

 
 

16. If ESE Inclusion title is selected: 

b. Indicate in the field ESE Inclusion Type  if it is Support Facilitation, or Co-Teach 

i. If Support Facilitation, no other information is required 

ii. If Co-Teach, enter the subject the employee is going to teach, besides ESE. 

iii. The above information can be gathered from your Principal or AP. 

 

17. The From Assignment  should be populated if the recommended employee is a 

current employee.  

a. In occasions, employees fail to provide their employee ID number while completing the 

application. This omission leads to have the “from assignment” empty when a PAF is 

completed on their behalf. If this happens, please contact your HR contact to have this 

information provided to you. Do not mark the PAF as a New Hire, this will delay the processing 

of the PAF. 

 

 

 

 

18. Once all the above sections are completed. Click on  
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HOW TO TRACK YOR PAFS 
 

 
 

19. From Personnel Request Management, click on Personnel Requests 

a. The PAFs submitted will show as below. The Request Status column indicates where in the 

process a PAF sits. 

i. SCR: Screening, if empty, clearances are not in place yet. 

ii. CER: Certification approval 

iii. FTE: FTE approval ~ FTE Stamp puts the name of the employee on your roster ~ 

iv. STA: Staffing approval ~ This is the last step in the approval process~ 

20. Request Status Column: 

a. Pending Approval: Only with New Hires. Final approval happens upon attending the new hire 

meeting 

b. Completed: The job has been entered in Terms  

c. Submitted to Compensation: Comp will enter jobs by pay periods 
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21.  You may also put some filters to get more specific data.  

a. By selecting “Pending Any” under Status, only PAFs pending will show 

 
b. You may also filter the “Hire Type” field to get more specific data: for example, how many 

new hire PAFs? Etc. 

 
 

 

  



Your Guide Through Position Control 
 

37 
 

ESE Program Assistant Vs ESE 1:1 

ESE Program Assistant: Services all students 

ESE 1:1 Assistant: Services a student in a 1:1 basis 

             

 

 

 

 

 

 

 

 

 Employees who serve a student in a one to one basis, should be moved to the 1:1 column. 

 If your school rotates the ESE Assistants to serve all the students, the ESE Assistants can stay in the ESE Program 

Assistant Column.  

 

 To place an employee under the 1:1 column, you will create an internal change of assignment (refer to the COA 

page) and select the 1:1 position:  

 

 Then select the Title ESE Assistant:  

 

 Finish completing the New Assignment row and save the row. 

 

o ESE Department provides the names of the students that need the 1:1 support 

 


