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(A) Policy statement 

 
Whenever a non-grant funded position (faculty or non-faculty) becomes vacant or a new position 
is created, the hiring department must complete a position justification form, organizational chart 
and position/job description which includes up-to-date position duties and qualifications. This 
policy includes all temporary and part-time non-grant funded positions.  
 
(B) Purpose of policy   
 
To strategically review all positions in conjunction with the mission and vision of the University 
of Toledo. 
 
(C)      Procedures 
 

(1) The hiring department shall complete a position justification form, organizational chart, 
position/job description to include up-to-date position duties and qualifications. 

 
(2) The current approval steps will remain in place, i.e., department/college administration 

initiates the request, authorized budget approval, executive level approval, position 
review committee approval, and human resources approvals are required. 

 
(3) A position review committee shall review and have the authority to approve or 

disapprove all positions requested. The position review committee shall consist of the 
following: vice president of human resources, vice president of finance, vice president 
and executive director of the University of Toledo Medical Center.     

 
(4) After the approval of the position review committee, positions will be recruited and filled 

under existing procedures in place at the appropriate campus i.e., collective bargaining 
agreements, federal employment requirements, faculty appointments and promotion 
policies, etc.  
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