
        ADMINISTRATIVE CIRCULAR NO.  35 
                              Office of the Deputy Superintendent Business 

 
 

         SAN DIEGO UNIFIED SCHOOL DISTRICT 
 
 

Date: January 10, 2012 
 
To: Cabinet, Division/Department Heads and Site Administrators  
 
Subject: APPROVAL FOR HIRING CRITICAL POSITIONS  
 
Department and/or  
Persons Concerned: Cabinet, Division/Department Heads and Site Administrators  
 
Due Date: Immediately 
 
Reference: None 
 
Action Requested: Review position vacancies list immediately  
 
Brief Explanation:    
 
In order to mitigate the ongoing financial crisis facing the district we will immediately 
implement the following procedures for the filling of all vacant positions.  These procedures 
were first implemented by the district in August 2010, and then relaxed last fiscal year.  In 
December 2011, the Superintendent provided direction to staff to re-implement the protocol 
as part of a larger strategy to mitigate the impact of mid-year reductions by the state.   
 
We recognize the need to hire for some vacancies due to the criticality to these roles. We 
believe this process will allow for careful review, collaboration, and timely decisions.  This 
process will be followed for school sites and central office departments.   
 

1. Managers will review their (unrestricted and restricted funded) vacancies and triage 
them for their criticality related to safety, security, and the support of the educational 
mission of the district. 

2. Managers will review their list with their directors or areas, who will then triage and 
compose a list based on all their departments/direct reports. 

3. Directors, chiefs, and executive directors will then review their recommendations 
with the appropriate deputy superintendent (academic or business).  The deputy will 
then prepare a master list of critical positions for his or her division. 

4. The deputy, together with his or her direct reports will review the finalized list and a 
decision will be jointly made regarding filling positions.  The deputy will then 
forward the approved list to Human Resources and Finance Divisions for 
implementation. 
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5. The process will be the same for new positions that a manager wishes to create.  The 
variance is that The Superintendent will also have to sign off on the creation of any 
new positions.  He will review based on recommendations from the two deputies.  

 
The intent is to eliminate the concept of a hiring freeze, yet maintain strong oversight of the 
filling of vacant positions.  Managers should be very careful regarding the use of vacant 
position funding for hourly work.  Unless a vacancy is approved through this process, no 
vacant position funds should be used for hourly labor. 
 
Please direct any questions to either Phil Stover or Nellie Meyer.    
 
 
   
      
 

Philip R. Stover 
       Deputy Superintendent Business  
        
PS:mf 
 
Distribution:  Lists A, B, C, D, E and F 


