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Staffing Adjustment Request Form 

Purpose:  To request adjustment/reclassification to a current position or to request a new position. 

A continued focus of the budgetary process is to evaluate the current effectiveness of our staffing needs. It is the 
priority of the Court to provide adequate and qualified staffing for offices and departments while ensuring 
efficiency.  Requests for staff should be made only for new programs and/or upon demonstrated increases in service 
requirements that cannot be met with improved technology or changes in procedures. 

All requests for staffing changes must include one form per request and be attached to its own Change Request 
in Questica. All requests must include performance measures or goals as they correlate to the Williamson County 
Strategic Plan.  

Department Information 

Date of Request:  
Department:   Contact Name:    

New Position Priority (If requesting more than one position, please rank requests):    

Type of Request:  New Position           New Initiative 
 Reduction in Headcount          Conversion       PT to FT Conversion 
 Reclassification (Grade, Salary, Title Change)  

Requested Action 

CURRENT POSITION (If applicable) NEW REQUESTED POSITION 

Position Control Number (PCN): 
Position Title & Grade:     

Position Title and Grade/Step:  

Position Type: 
 Full-Time      Part-Time 
 Temporary      

Position Type: 
 Full-Time      Part-Time 
 Temporary      

Funding: 
 Current General Fund        Grant Funds 
 Other Vacancy:     Other: 

Funding: 
 Current General Fund         Grant Funds 
 Other Vacancy:     Other: 

Current Salary:    Proposed Salary:    

Proposed Effective Date (If other than October 1):   
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Brief Summary of Request (to include description of the need for the requested position to include 5 
primary important functions of this position. Please include the percentage of time spent on each 
function). 

Description of Request 
Link to Strategic Plan 
Select the appropriate Strategic Plan Initiative and explain how this request supports the County’s or your 
department’s Strategic Plan? 

☐ Financial Sustainability ☐ Strong Community Safety ☐ High Performing Government ☐ Customer Focused
Workforce ☐ Thoughtful Growth ☐ Innovative and Modern Facilities 

Brief Explanation:   

sarah.crain
Line
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Describe the benefits of this request 
How will the addition of this position or change strengthen and/or benefit the department (efficiencies, increased 
revenue generation, increased service levels, etc)?     

Collaboration and Impacts 
Was this proposal discussed with other departments/agencies that provide similar or supporting services that 
could be impacted? Please describe the impact and list the other departments/agencies and their points of 
contact. Suggest ways departments/agencies may be able to collaborate/cost share to ensure success of the 
proposal. Consider the strain on other services, duplication of services, etc. 

For example: If a new court were to be created, the District Attorney’s Office, the County Attorney’s Office, the District Clerk’s 
Office, Bailiffs and the County Clerk’s Office would be impacted because they would have an additional court/customer to 
which they would need to provide services. Their workloads would be affected, and they may or may not currently have the 
resources to handle an additional customer. 
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☐Have you attached or listed below Department Performance Measures and/or Justification for this request?

Space Allocation 
If requesting a new position, is office space currently available?    Yes    No 

If yes, describe where:     

If no, describe plan to acquire space for this proposal. Identify proposed position location and list cost of 
renovations, if any, in the Questica Change Request.     

Disclaimer: Estimating equipment costs does not guarantee the purchase is approved. Proper purchasing protocol must be 
followed. 

If you have any questions or need assistance when filling out this form, please do not hesitate to contact 
the Budget Office: Saira Hernandez (x33756), Sarah Crain (x31453), Ashlie Holladay (x31551) 

When this electronic form has been completed, please submit in: Questica Change Request 
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In addition to this request form, please see chart below for additional information that may be required: 
Please note – We are requesting PCNs to be listed with position titles in Organizational Charts 

Request 
Code Request Type Explanation of Request Type Required Documentation 

NEW New Position Request 
Add an additional PT or FT 
employee to your 
department/office 

Staffing Modification Form                     
Job Description                          
Current & Proposed Org Chart 

CUR Current Position 
Changes 

Make a change to an existing 
PCN (ie. stipends and/or 
supplements) 

  

RCL Reclassification 

Make a minor change to an 
existing PCN job description 
(including title, grade, and 
possibly exemption status). 
Rarely done outside the salary 
study.  Please refer to EPM 

HR Reclassification Form Current 
Job Description                        
New Job Description                 
Current & Proposed Org Chart 

CONV Conversion 

A significant change to the job 
description (usually 40% or 
more), that includes the 
addition or deletion of 
significant duties or 
responsibilities. Will include 
title, grade and/or FLSA status 
change. If the conversion 
results in a position change 
that is not consistent with 
original intent of the position, it 
will be reviewed by the Budget 
Office. 

Staffing Modification Form                    
Current Job Description                          
New Job Description            
Current & Proposed Org Chart 

INIT New Initiative 

Request departmental projects 
over and above normal 
operations (ie. Forming a call 
center involving new staff and 
equipment/furniture) 

Staffing Modification Form                     
Job Description                          
Current & Proposed Org Chart 

SAL_ADJ Payroll Line Adjustment 
Should be used for Payroll line 
items that are not attached to a 
PCN (ie. Overtime; Temp Labor) 

  

PT_FT Part Time to Full Time Request converting a PT 
position to a FT position. 

Staffing Modification Form                     
Job Description                          
Current & Proposed Org Chart 

CAP Capital 
CIP project request reviewed 
by Commissioners CT outside 
of operating budget 

CIP Request Form                     
Supporting Docs/Pictures                        
Quotes                                      

FAC Facilities Enhancements 
A routine maintenance/repair 
request to your office 
submitted to Facilities 

FE Request Form                     
Supporting Docs/Pictures                        
Quotes                                      

CL Career Ladder Changes 
Request a new title/grade for a 
specific PCN on an approved 
Career Ladder 

Copy of CL Policy (If Available) 

 


	Department Information: 560
	Date of Request: 01/17/2024
	New Initiative: Off
	New Position: On
	Reduction in Headcount: Off
	Reclassification Grade Salary Title Change: Off
	Conversion: Off
	PT to FT Conversion: Off
	Position Title and GradeStep: Domestic Violence Detective L1.6
	FullTime: On
	Temporary: Off
	PartTime: Off
	FullTime_2: On
	Temporary_2: Off
	PartTime_2: Off
	Current General Fund: Off
	Other Vacancy: Off
	Grant Funds: Off
	Other: On
	Current General Fund_2: On
	Other Vacancy_2: Off
	Grant Funds_2: Off
	Other_2: Off
	Current Salary: 79,248.98
	Proposed Salary: 79,248.98
	Proposed Effective Date If other than October 1: 01/01/2025
	Brief Summary of Request to include description of the need for the requested position to include 5 primary important functions of this position Please include the percentage of time spent on each functionRow1: Request the transition of the current Domestic Violence Detective position from ARPA Funds to the General Fund as new position. The position, budgeted by Commissioners in 2023 through ARPA funds, has received all essentials equipment including vehicle, advanced training, office necessities, radio, and office space. The sole remaining step is to move the position's funding from ARPA to the General Fund as a new position.



The Domestic Violence Detective, secured in August 2023, has successfully completed the training program and has been actively involved in investigating a variety of complex domestic violence cases. The detective's specialization in cases requiring advanced training is evident in the breakdown of assigned cases from September 28, 2023, to January 17, 2024:



Total Cases Assigned: 40

Total Arrests Made: 10



Breakdown of Cases Assigned:

Homicide: 1

Family Violence / Terroristic Threat: 7

Sexual Assault: 20

Stalking: 2

Harassment: 7

Disorderly Conduct: 2

Violation of Bond Conditions: 1



Specialized Training Obtained:

Advanced Interview Skills

Crimes Against Women Training Conference

Basic Criminal Investigations

Homicide and Death Investigations

Trauma Informed Victim Interview Training

Advanced Investigative Tactics



Moreover, the detective has actively engaged with social and advocacy groups, becoming a member of the Williamson County Sexual Assault Response Team (SART) and introducing a preventive outreach model to the position.


	Link to Strategic Plan Select the appropriate Strategic Plan Initiative and explain how this request supports the Countys or your departments Strategic Plan Financial Sustainability Strong Community Safety High Performing Government Customer Focused Workforce Thoughtful Growth Innovative and Modern Facilities Brief Explanation:  Strategic Plan:



Performance Metrics: 

Implemented performance metrics to measure the success of investigations, case resolution rates, and community satisfaction with the detective investigations.



Regular Reviews and Feedback Loops: 

Conduct regular reviews of investigative processes, seeking feedback from both internal and external stakeholders for continuous improvement.



Adaptive Strategies: 

Develop adaptive strategies based on data analysis, lessons learned, and emerging trends in domestic violence, ensuring the detective remains responsive to evolving community needs.



Through these initiatives, the Domestic Violence Detective aims to play a pivotal role in creating a safe, strong community with a customer focused work group while highlighting the county's resolve to be a high performing government agency focused on victims of crimes.


	Financial Sustainability: Off
	Strong Community Safety: On
	High Performing Government: On
	Customer Focused: On
	Thoughtful Growth: Off
	Innovative and Modern Facilities: Off
	Describe the benefits of this request How will the addition of this position or change strengthen andor benefit the department efficiencies increased revenue generation increased service levels etc: I am requesting permanent funding for this position to underscore the ongoing concern surrounding domestic violence within our jurisdiction, exemplified by the intricate cases currently assigned to the Detective (refer to page two for details). Recognizing the gravity of this issue, our agency, community and commissioners have diligently identified the necessity for a specialized resource to handle domestic violence cases with the sensitivity, expertise, and dedication they demand.



Specialized Expertise:

Our Domestic Violence Detective brings a wealth of specialized knowledge and skills in trauma-informed investigations, victim support, and collaboration with various agencies. This expertise is indispensable for effectively navigating the complexities inherent in domestic violence cases.



Victim-Centric Approach:

The position maintains a steadfast victim-centric approach, ensuring survivors receive the necessary support and empathy throughout the investigative process. This approach is vital for fostering trust and encouraging cooperation from survivors in the pursuit of justice.



Strengthening Community Partnerships:

The Domestic Violence Detective plays a pivotal role in establishing partnerships with community organizations, advocacy groups, and social services. These collaborations enhance the overall community response to domestic violence, creating a comprehensive network of support for survivors while providing the investigation the evidence needed for prosecution.



Improved Case Resolution Rates:

Through specialized training and a focused approach, the Detective contributes to higher case resolution rates. Success in resolving cases significantly builds community trust in law enforcement and the justice system.



Enhanced Efficiency and Resource Allocation:

A dedicated Domestic Violence Detective streamlines the investigative process, ensuring a more efficient use of personnel and resources.



Request for Funding:

We are earnestly seeking approval to transition the funding for this position from ARPA Funding to the General Fund. This move is crucial to establish and sustain the Domestic Violence Detective position.



Conclusion:

Investing in a Domestic Violence Detective transcends a mere allocation of resources in law enforcement; it represents a profound commitment to the safety, well-being, and resilience of our community. We firmly believe that this initiative aligns seamlessly with the goals and priorities of Williamson County. Your continued support will undoubtedly contribute significantly to our collective efforts to address and prevent domestic violence.










	Collaboration and Impacts Was this proposal discussed with other departmentsagencies that provide similar or supporting services that could be impacted Please describe the impact and list the other departmentsagencies and their points of contact Suggest ways departmentsagencies may be able to collaboratecost share to ensure success of the proposal Consider the strain on other services duplication of services etc For example If a new court were to be created the District Attorneys Office the County Attorneys Office the District Clerks Office Bailiffs and the County Clerks Office would be impacted because they would have an additional courtcustomer to which they would need to provide services Their workloads would be affected and they may or may not currently have the resources to handle an additional customer: Upon receiving initial ARPA fund approval from the commissioners, the detective promptly initiated positive communications and established a robust working relationship with the District Attorney’s Office. This involved seamless coordination and collaborative efforts in case reviews and the prosecution process. Additionally, the detective has significantly contributed to the community by actively participating as a member of the Williamson County Sexual Assault Response Team. Furthermore, valuable working relationships have been cultivated with Brave Alliance, the Sexual Assault Examinations provider for Williamson County, and the Williamson County Advocacy Center. 



The detective's specialized training enhances not only the prosecution process but also positions them as a more expert witness for prosecutions, providing a valuable asset to the investigative and legal aspects of the cases.



Point of Contact:

Chief District Attorney Jamie Felicia 

Williamson County District Attorneys Office 

512-943-1234   
	Have you attached or listed below Department Performance Measures andor Justification for this request: See above related comments.  
	Have you attached or listed below Department Performance Measures andor Justification for this request_2: Off
	Space Allocation If requesting a new position is office space currently available Yes No If yes describe where If no describe plan to acquire space for this proposal Identify proposed position location and list cost of renovations if any in the Questica Change Request: Space, equipment, vehicle and all other necessary equipment has been purchased through ARPA Funds and is currently in place ad being utilized.  
	If requesting a new position is office space currently available: Yes
	Contact Name: Commander John Foster
	Priority: 1st. 
	Title & Grade: Domestic Violence Detective L1.6  (Currently ARPA Funded)
	PCN: 2077.001105
	Text6: Already being utilized for the position. 
	Text7: ARPA FUNDED 
	Text8: 


