
Staffing the Site

Assignment of Overload

Site Section Creation

FTE Creation and Staffing Overview

Vacant full-time positions 
identified.

Vacant part-time assignments 
identified.

All full-time 1.0 FTE positions available during staffing

Staffing Levels Established

Students register for coursework 
for the next school year.

Master schedule is created 
following creation rules.

Full time positions are created by 
grouping sections. 

"Parts Meeting" creates 
full-time positions by 
combining part-time 

assignments.

Human Resources 
manages position 
filling processes.

Human Resources informs sites of 
the FTE allocation for the coming 

school year.

BOE acts on any non-renewals, 
resignations, and reductions in 

staffing.

Internal and external candidates 
fill vacant positions.

Vacancies remain

Unfilled assignments 
considered for overload.

Initial staffing is 
performed.

ETA Transfer and Reassignment 
process is completed.

By June 1, all teachers notified of full-time 
assignment for the coming year.

Recall list is 
matinined by HR, 

as needed.

Teachers within the department 
without a class during the 

period are identified.

Qualified teachers identified.

Accepted

Teacher schedule updated to include sixth 
class. Every teacher schedule must have a 
lunch and supervision period in accordance 
with 8.21 or 8.22 of the Elgin Agreement.

Within the Department at the site.

1. Tenured teachers, by SB7 rank order
2. Pretenured teachers, by SB7 rank order

Overload offered in 
the following order 

until accepted

Teachers within the building 
without a class during the 

period are identified.
1. Tenured teachers, by SB7 rank order
2. Pretenured teachers, by SB7 rank order

Overload offered in the 
following order until 

accepted

At the school site

Accepted

Not accepted by any qualified and available teacher within the department.
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