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Vacancy data has been collected by the SDDOE for a number of 
years.  We, however, felt it was important to make changes to 
this collection so we can ensure we are receiving accurate and 
reliable data from districts.  We are concerned about the 
shortage of teachers and administrators so this collection is an 
important tool to help us to identify the problems districts are 
facing.   
 
The “Staffing – Teachers / Administration / School Service 
Specialist” screen must be updated before you complete the 
vacancy collection. 
 
Step 1:  This information is now being pulled from the “Staffing - Teacher/Admin/SSS” 
menu.  There are two ways to do this: 

1. Enter a no longer employed code, 
a. identify that this position was left vacant the first day of school, and 
b. enter the decision made as a result of the vacant position. 
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2. For staff who Change Positions within district:  if you have a staff person who continues to be an 
employee in the district, however has changed jobs:  

a. you will need to check the box “Switched position within district and previous position is still 
vacant”, and  

b. the system will automatically identify that the previous position is still vacant.   
This box should be checked if the employee received a promotion or accepts a different position 
in the district.  An example is if a teacher was a self-contained 5th grade teacher and becomes a 
Special Education teacher leaving the 5th grade teacher position vacant the first day of school. 

 
 
Step #2:  Now you can see how this new screen works.  It keeps you accountable to track 
from year to year the turnover of staff. 
 
 Open the PRF and Click on: 
 Actions 
 District Information 
 Vacancy 
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 You will see the following screen.  Teacher Vacancy Records populate to this 
screen as you select the appropriate reason for them being no longer employed or 
switching positions in the “Staffing – Teachers / Administration / School Service 
Specialist” menu.  

 
 
 Click on the icon that looks like a piece of paper to view the assignment and FTE 

for each of your vacancy records.  
 The number of positions (FTE) that were filled between school years 2015-2016 

and 2016-2017 will populate to the “Vacancy” screen as you identify that the 
position was left vacant the first day of school. 

 
 

 
 Review the fields that will populate based on their employment the previous year. 

 Position Code 
 Assignment Code 
 the FTE for the Position that is vacant 

NOTE:  You will need to complete the following steps for all Vacant Positions 
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Printing a Report 
 
 Click on the print button.  
 To print the report, hover over the existing navigation area toward the bottom and click 

the icon that looks like a printer. 

 

 
 
 
 
 
 
 
 
 
 


