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2.0 Purpose 

(Original 7/06) 
The purpose of this policy and procedure is to establish policies for the 
establishment of new court positions and the abolishment of continuously-
vacant positions or vacant positions that are unfunded or no longer 
required on a workload basis; and establish procedures for managing trial 
court positions.  (Note:  Policies and procedures related to the creation and 
reclassification of Subordinate Judicial Officer (SJO) positions are not 
addressed in this policy.) 
 
3.0 Policy Statement 

(Revised 9/10) 
1.  Position Creation/Reclassification 

Each court has the authority and discretion to establish or reclassify 
non-judicial positions as needed to meet workload demands, subject to 
the following conditions:
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a. Permanent positions may be established or reclassified only to the 
extent that ongoing resources are available.  These resources may 
include any excess ongoing funding as a result of a redirection after 
ensuring there is sufficient funding for all other ongoing obligations.  

b. Limited-term positions may be established with limited-term 
 funding. 

2. Position Abolishment 
Trial courts shall annually review all vacant authorized positions and 
identify for abolishment vacant positions that meet the following criteria:    
a. Any position that becomes vacant and cannot be filled due to 

permanently insufficient resources, or for which there is no longer a 
workload demand.   

b. Any position that has been vacant for one entire year and will not be 
filled in the coming fiscal year.  Assignment of new position numbers 
to a vacant position does not constitute sufficient justification to 
maintain the vacancy as an authorized position. 

Note:  If a position is vacant due to circumstances such as leave-of-
absence, or any other factors that necessitate a temporary vacancy, and 
the court has the funding and the intention to fill it, the position should 
not be abolished. 

3. Funding Related to Abolished Positions 
The Administrative Office of the Courts (AOC) will not reduce funding to 
trial courts as a result of court abolishment of vacant positions in 
compliance with this policy. 
 

4.0 Application  
(Revised 9/10) 
 

This policy applies to all trial court employees, excluding SJO positions.
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5.0 Definitions 
(Revised 9/10) 
 

Refer to the Glossary for the following key terms used in this policy. 
 
Authorized Positions 
Change in Position Authorization Form 
Full-Time Equivalent (FTE) 
Limited-Term Positions 
Position Roster 
Quarterly Report of Changes of Authorized Positions (QCAP) 
Reclassification 
Subordinate Judicial Officer (SJO) 
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6.0 Text 
 

6.1 Trial Court Position Management System 
(Original 7/06) 
 

1. The trial court will establish a position management system, which 
will include, at a minimum, the components listed below: 

 
a. A position roster. The roster will be kept current and updated as 

changes occur. 
b. A process for abolishing vacant positions. At least once a year, 

near the end of a fiscal year, the trial court will abolish vacant 
positions as specified in Section 6.2 below. 

c. Process and procedures for requesting, evaluating, and approving 
new positions and reclassified positions.   

 
6.2 Abolishment of Continuously Vacant Positions or Vacant  

Positions that are Unfunded or are No Longer Needed 
Based on Workload 

(Original 7/06) 
 
The following procedures will be followed during the annual process 
of abolishing vacant positions, to the extent that the court projects a 
total court position vacancy rate of over five percent in the current 
and following fiscal year. 
 

1. Review the position roster and identify vacant positions that: 
 
a. Have been vacant for an entire year and will not be filled during 

the next fiscal year;  
b. Cannot be filled because of a lack of sufficient funding to support 

the cost of the position if it were filled; or 
c. Will no longer be needed on a workload basis.  
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2.  Determine if positions identified in the review specified in Sub-section 
6.2.1 should remain on the position roster due to special 
circumstances, including, but not limited to; positions that are hard to 
fill due to lack of qualified candidates, positions that are vacant 
because the incumbent employee is on a leave of absence, delays in 
recruitment or hiring, and other factors that have precluded the court 
from filling a position that the court intends to fill on an ongoing basis.  
 

3. Any position identified in the review specified in Sub-section 6.2.1 
and that does not qualify as being vacant due to special 
circumstances as described in Sub-section 6.2.2 will be abolished.   
 
6.3 Written Authorization of New or Reclassified Positions 
(Original 7/06) 
 

1. A written authorization for the establishment of a new position or the 
reclassification of a position must be approved and signed by the 
court Presiding Judge, or Court Executive Officer, if designated in 
writing, prior to recruiting for or filling a new position or an existing 
position at a new classification level. (A sample Change in Position 
Authorization Form that may be used as a template for developing a 
form specific to your court is provided in 7.0, Associated Documents.) 
The form will contain the reason and justification for the position 
change, including workload need, the current year and ongoing cost 
impact that will result from the position change and verification from 
the court fiscal officer that sufficient funding is available or has been 
identified to support the position. All approved and signed forms will 
be stored in a single, central location in the court.
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6.4 Reporting Abolished, New, and Reclassified Positions  
 to the AOC 
(Original 7/06) 
 

1.  Authorized positions listed on the position roster as of July 1 in a 
fiscal year will be reported in the Schedule 7A for the same fiscal 
year. 
 

2.  New positions will be reported in the Quarterly Report of Changes of 
Authorized Positions (QCAP) of the current fiscal year as an added 
position and then reported in the Schedule 7A of the subsequent 
fiscal year. 

 
3. Abolished positions will be reported in the QCAP of the current fiscal 

year as a deleted position and will not be reported in the Schedule 7A 
of the subsequent fiscal year. 
 

4. Reclassified positions will be reported in the QCAP of the current 
fiscal year. The reclassified position will be reported as an added 
position and the old position will be reported as a deleted position. 
The net change to total position FTEs should be zero. Only the 
reclassified positions will be reported in the Schedule 7A of the 
subsequent fiscal year. 
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7.0 Associated Documents 
(Revised 9/10) 
 

Sample Quarterly Report of Changes of Authorized Positions (QCAP) 
 
Sample Position Roster 
 
Sample Change in Position Authorization Form 
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Judicial Council of California - Administrative Office of the Courts 

Position Management 

 

ACTION EFFECTIVE DATE: COURT/ DIVISION:

CONTACT PERSON: PHONE: EMAIL:

 

A. Action Requested (Check all that apply) B. Enter Requested Information

*  Requires Written Justification Current Position New Position

POSITION TIME BASE ( FTE )

ESTABLISHMENT OF POSITION CHANGES TO POSITION REPORTING UNIT NUMBER

Permanent* Time Base Change* POSITION CLASSIFICATION CODE / TITLE
Limited-Term* Reporting Unit*
End Date:____________________ Reclassification* LOCATION
Extra Help - Temporary* Location Change

Other*
ABOLISHMENT OF POSITION Explain: _________________

____________________

Remarks/Comments (Please attach any additional remarks/comments) :

C. Funding for Requested Action For Position Reclassifications or Time Base Changes

** includes Salary and Benefits
Current Year Fiscal 

Impact
Ongoing Annual 

Fiscal Impact New Position

Personal Salary Cost** Personal Salary Cost**

Funding Source : $0 $0

Per Pay Period Per Pay Period
Per Month Per Month

CERTIFICATION OF AVAILABILITY OF FUNDS Per Semi-Monthly Per Semi-Monthly
BUDGET OFFICER : Per Bi-weekly Per Bi-weekly 

Per Week Per Week

Per Day Per Day
Per Hour Per Hour

Funding Comments :

 UNIT MANAGER :

 DIVISION DIRECTOR :

 HUMAN RESOURCES DIRECTOR:

PRESIDING JUDGE OR COURT 
EXECUTIVE OFFICER :

signature/date

OTHER:(explain below)

Current Position

SAMPLE CHANGE IN POSITION AUTHORIZATION FORM

comments

signature/date comments

signature/date comments

signature/date

signature/date comments  
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