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About the Document 

name OP-MGR-2440-M. Position  Information Checklist 

owner HR   

access & use  Restricted to Hiring Managers & HR  

what it is 

A checklist that helps to: 

 Define the status of an open position 
 Ensure that all hiring alternatives and costs have been explored when a 

new position is created 

who uses it 

 Hiring Manager and HR review and complete the checklist 
 Finance and senior management, who will review the completed checklist 

as an addendum to the Approval to Hire Form, and provide the green light 
to begin the recruiting process. 

Caution: These instructions and the accompanying checklist include sensitive information. They 
should not be shared with staff members who do not have responsibility for direct reports. Use 
caution and discretion when using, as even blank documents may be misunderstood without context.   

Why This Process is Important 
Although your position may have been approved and included in the annual budget, it is essential that 
you review the Position Status Checklist before recruiting begins, to ensure that all options for the 
position status have been fully explored.   

This process is also necessary when a position is open due to the departure of a previous staff member 
whose status was permanent full-time.  The departure of a staff member can present an opportunity to 
enhance the effectiveness and skills of a department. 

There are no set formulas or methods for determining the position status. The purpose of the Position 
Status Checklist is to drive a conversation between HR and Hiring Manager, ensure that all options are 
considered, and ultimately defend the final decision.  PR
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Working with the Document 
 Gray shaded form fields are input placeholders. To replace the text in these form fields, click 

ONCE on the field and type your new content. 

 To insert a check inside a check box, double-click on the check box and under the Default value 
heading, select Checked.   

 Table cells will expand to accommodate any length of text.  

 If required, you can copy and paste to add additional rows to the tables. Place the cursor in a 
row, right-click, and select Insert > Insert Rows Below.  Or, to copy and paste a row, select the 
entire row and press Ctrl + C, then place cursor in the first cell of the destination row and press 
Ctrl + V. 

Instructions  
1. Save a copy of the checklist to an appropriate restricted directory. 

2. Complete the General Information section. 

3. Review the Considerations section with HR:   

a. Go through each point in the checklist tables and consider every option for hiring status. 

b. Insert a checkmark next to each item that applies to the position.   

c. Include notes and comments as appropriate.  

4. Once you have reviewed the considerations, determine the position status and insert a final 
checkmark in the Position Status Options table.  

 

 

This template is included in the ConnectsUs HRTM Toolkits. 

 

 

 

Set up your HR Department  Create HR for Clients 

A complete HR Toolkit for small business to 
create and maintain your HR fundamentals.    

Create your HR materials 

• 260+ premium templates to create  
contracts, employee manuals, forms, 
spreadsheets and manager guides 

• Download your HR folders 

• Identify your HR priorities 

• 22 HR topics 

• Create HR intranet 

Support your HR Function 

• COVID-19 Portal 

• Legislation Portal 

• Remote Workforce Portal 

• Mental Health Portal 

• Diversity & Inclusion Portal 

• Weekly updates, email notifications 

• Help & support. With real humans! 

 HR Toolkit for Small Business, but made for HR 
consultants with the following differences:  

• Special licensing for use with clients 

• Additional module + additional download of 
pre-assembled folders and templates to 
create your own master HR toolkit to 
re-use for new clients 

• Pricing.   
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