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Introduction 

This guide provides information on when, why and how to report vacant funded 
positions in REP. A vacant funded position is an assignment that is not filled by a 
permanent employee, and the district is actively seeking an individual to fill the 
position. The position may be filled by a temporary employee until a permanent 

employee is assigned. 

In accordance with Public Act 25 of 2026, 388.1619 Sec 19. (3), all districts are 
required to report vacancies within the Fall and EOY collections and within 30 days 

of a change in vacancy. Vacancies are reported as vacant funded positions in REP.  

Vacant funded position reporting provides stakeholders with information on which 
assignments are going unfilled, the location of unfilled positions, the number of 
unfilled positions and how those unfilled positions change over time. Reporting 

these positions is crucial to understand where educator workforce shortages exist 

and how to potentially address those shortages. 

 

General Information 

What information do I need to provide for a vacancy? 

Use Field 9: Date of Hire to report when a vacancy begins and Field 26 Date of 

Termination/Separation to report when a vacancy ends. 

 

Report the assignment of the unfilled position using Field 10: School Assignment 

Data, including: 

• School code 
• Assignment code 

• Full-time equivalency 
• Grade or educational setting 

https://www.legislature.mi.gov/documents/2025-2026/publicact/pdf/2026-PA-0025.pdf
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• Function code 
• Wage (Filled in with zeros) 
• Number of Classes Taught (Filled in as zero) 

The REP Data Field Descriptions guide, available on the REP web page, provides a 

full list of assignment codes. 

 

What qualifies as a vacant position? 

A vacant funded position should be reported when a district is actively seeking to fill 
a position that is not permanently filled. 

If someone is filling the position in the short term, the position is still considered 

vacant. On the record of the person temporarily filling the position, use Field 12: 
Funded Position Status code “5” to indicate the vacant funded position has been 

temporarily filled. 

Once an employee is assigned to permanently fill a position, it is no longer 

considered vacant. Report the end date of the vacancy in Field 26: Date of 
Termination and report the reason the position is no longer vacant in Field 25: 

Employment Status. 

How to report someone who is temporarily filling a vacant position? 

When a temporary employee is filling a vacant position, the district must report the 

assignment of the temporary employee in REP within 30 days. If the employee is 
acting as teacher of record, regardless of their credential status, the employee must 
be reported with the appropriate content-specific instructional assignment code 

(000AX-00599) aligning with the SCED course code using the Course Placement 

and Reporting Guide. 
 
For the temporary employee filling the vacant position, use code “5” (Vacant, 

funded, open position, filled by temporary employee) in Field 12: Funded Position 
Status. This code should be used when a position has been posted, does not have a 
permanent employee assigned to the position, and an individual is filling the role in 

a temporary role (including those working on a valid certificate, permit, approval, or 
authorization). Field 12: Funded Position Status is the only field that will indicate 

the position is vacant; all other data fields will be applicable to the temporary 
individual. 

 

https://www.michigan.gov/cepi/pk-12/rep
https://www.michigan.gov/cepi/-/media/Project/Websites/cepi/REP/Course-Placement-and-Reporting-Guide.xlsx
https://www.michigan.gov/cepi/-/media/Project/Websites/cepi/REP/Course-Placement-and-Reporting-Guide.xlsx
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Creating a Vacant Position 

The easiest way to create a vacant position in REP is to use the Online Single 
Submission function from the Main Menu. After selecting the Online Single 

Submission, use the Vacant Position option to create the Vacant Position. 

 
 
The system will generate a Personnel Submission Form with several fields pre-
populated and unable to be edited. 
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Field 10: School Assignment Data and Field 9: Date of Hire are required for a 

vacant funded position. Once a vacant funded position is filled, use Field 26: Date 
of Termination to report the date when a vacant funded position ended. 

 

Once a vacant funded position is submitted, a PIC will be assigned to the record. 

Field 9: Date of Hire should be used to report the date of the start of the vacant 
funded position. 

 

Reporting Vacancy Termination Reasons 

Starting in Fall 2025, Field 25: Employment Status is used to report the reason a 

vacant position has ended. If the vacancy is ongoing, report Field 25 with the value 
of 00-Vacant. When a vacant position has ended, report Field 26: Date of 

Termination, and use Field 25: Employment Status to report the reason:  
 

20: Vacancy – Budgetary Reduction  
21: Vacancy – Enrollment Changes  

22: Vacancy – Organizational Restructure 

23: Vacancy – Specific Grant or Funding Expiration  
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24: Vacancy – Filled Position with Permanent Employee 
 

Vacant Funded Position Reporting by Field 

This section provides a field breakdown of how to report data elements for Vacant 
Funded positions using an upload file. In REP, a vacant funded position is reported 

in Field 12: Funded Position Status with a value of “1” (Vacant, funded, open 

position, no one assigned). Reserved Fields are padded with blanks. Fields 1-8, 11-
24, and 27-30 cannot be changed within the Online Single Submission. 
 

Field 

# 
Field Name Data Type/Specification 

1 Reserved Pad with Blanks 

2 Operating ISD/ESA Number Two-digit ISD/ESA number of reporting 

district 

3 Operating District Number Five-digit District code of reporting district 

4 Last Name For funded but vacant positions or positions 
created since the previous school year and 

not yet filled, the last name should say 

“VACANT” 

5 First Name For funded but vacant positions or positions 

created since the previous school year and 
not yet filled, the first name should say 

“FUNDED” 

6 Middle Name This field must be blank  

7 Social Security Number The number should be assigned in ascending 

sequence by the district beginning with the 
district number (NNNNN), followed by four 

additional numbers (NNNN) 

8 Credential License Number This field must be blank 

9 Date of Hire This field is used to report when a vacancy 

first started  

10 School Assignment Data See details by characteristic below 

 School/Building Enter the five-digit code of the vacancy 

 Assignment  Enter the five-digit Assignment Code of the 

vacancy 

 Grade or Educational 

Setting 

Enter the appropriate grade or educational 

setting of the vacancy 

 FTE Enter the appropriate FTE of the vacant 
position 

 Wage Submit 0.00  
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Field 

# 
Field Name Data Type/Specification 

 Accounting Function Code Enter the appropriate accounting function 

code for the assignment 

 Number of Classes Taught Must be reported as zero 

11 Reserved Pad with Blanks 

12 Funded Position Status Report status code “1” - Vacant, Funded, 

Open Position, No One Assigned 

13 Date of Birth This field must be blank 

14 Gender Code This field must be blank 

15 Racial/Ethnic Code This field must be blank 

16 Highest Educational Level Submit “00” – None 

17 Type of Credential This field must be blank 

18 Reserved  Pad with Blanks 

19 Reserved Pad with Blanks 

20 Educator Effectiveness This field must be blank 

21 Reserved Pad with Blanks 

22 Reserved Pad with Blanks 

23 Reserved Pad with Blanks 

24 New Teacher Professional 

Development 
This field must be blank 

25 Employment Status Report “00” (Vacant Position) while the 
position is still vacant. Once the position is 

permanently filled, report the appropriate 
Field 25: Employment Status reason (20-24) 

for the vacancy termination. 

26 Date of Termination of 

Employment 

Once the position is permanently filled, 

report the date the position was filled as the 

Date of Termination. 

27 Personnel Identification 

Code (PIC) 

For Vacant Funded positions created since 

the previous school year and not yet filled, 

leave this field blank; a PIC will be assigned 
upon submission of the record. 

28 Reserved Pad with Blanks 

29 Reserved Pad with Blanks 

30 Reserved Pad with Blanks 
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Vacant Position Report 

Once a vacant funded position is created in REP, it must be maintained until the 
vacant position is either filled or officially ends. All vacant positions will appear in 
the Personnel Submitted as “Vacant Funded” to assist in the tracking of the vacant 
positions, including PIC and assignment details. As changes occur for the vacant 

position, the report can be used to track the positions, and review updates. This 

report provides the following data elements for all vacant funded positions: 

• PIC 

• School Code  

• Assignment Code  
• Grade Assignment  
• Education Setting  

• Date of Hire (Vacancy Start Date)  

• Date of Termination (Vacancy End Date)  
• Employment Status  
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Vacant Funded Position Scenarios 

Scenario 1. Vacant funded position. No one yet assigned as Teacher of 
Record. A daily substitute is filing in on a short-term basis.  
 
Record A.  

 
Record B.  

Type of Record Actual Personnel 

Assignment Code 00SUB 

Field 12: Funded 

Position Status  

Funded Position Status is not required for a Daily 

Substitute in this scenario. 

Field 25: 
Employment Status 

“99” if employee is returning. Once an employee is 
terminated, use codes 01 through 19.  

 
Scenario 2. Vacant funded position temporarily filled by someone working 

under a valid substitute permit, authorization, or approval by MDE serving 
as Teacher of Record. 
 

Record A.  

 

Record B. 

Type of Record Actual Personnel  

Assignment Code Content specific instructional assignment code 
(000AX-00599). 

Field 12: Funded 

Position Status  

“5” - Vacant, funded, open position, filled by 

temporary employee. 

Type of Record Vacant Funded Position  

Field 10: 
Assignment Code 

Content-specific instructional assignment code 
(000AX-00599). 

Field 12: Funded 

Position Status  

“1” - Vacant, Funded, Open Position, No One 

Assigned. 

Field 25: 

Employment Status  

“00” while vacancy is ongoing; use the appropriate 

status (20-24) when the vacancy has been 
terminated. 

Type of Record Vacant Funded Position  

Field 10 Assignment 

Code 

Content specific instructional assignment code 

(000AX-00599). 

Field 12: Funded 

Position Status  

“1” - Vacant, Funded, Open Position, No One 

Assigned. 

Field 25: 

Employment Status  

“00” while vacancy is ongoing; use the appropriate 

status (20-24) when the vacancy has been 
terminated.  
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Type of Record Actual Personnel  

Field 25: Employment 

Status  

“00” while vacancy is ongoing; use the 

appropriate status (20-24) when the vacancy has 

been terminated.  

 
Scenario 3. Posting of a position prior to someone leaving the position. 

No Vacant Funded Position Necessary 

 
Scenario 4. Position permanently filled by someone working under a valid 

substitute permit, authorization, or approval by MDE. 
No Vacant Funded Position Necessary 
 
Record A. 

 

Type of Record Actual Personnel 

Assignment Code Content specific instructional assignment code 
(000AX-00599). 

Field 12: Funded 

Position Status  

“9” - Filled position, regular: The position is filled 

by a permanent assigned employee. 

Field 25: 

Employment Status 

“99” if employee is returning. Once employee is 

terminated, use codes 01 through 19.  
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