DOUGLAS COUNTY
BOARD OF COMMISSIONERS

HIRING FREEZE EXCEPTION PROCESS

1. Department Directors seeking an exception to the hiring freeze will send the attached “Exception Request Form” via email to CAO Kathy Kelley requesting that the hiring into a particular position be approved.  Kathy will forward that request to the other Hiring Freeze Committee members for their review prior to the Committee meeting.

2. The Committee meeting will be regularly scheduled for Tuesdays either before or after the County Board meeting.  A different day would be scheduled if circumstances warrant.  The meetings will need to be open and published.  

3. After taking action on a particular request or requests, Kathy Kelley will provide a report of the Committees’ activities to all of the Commissioners.

4. Department Directors would be required to submit their request no later than 1:00 p.m. on the Thursday prior to following Tuesday.  Written requests not received by that time would be carried over to the next Committee meeting.

5. The Committee will evaluate hiring requests based on the following criteria:

· Documentation needs to show why the position must be filled rather than having the responsibilities eliminated, delegated among the existing staff, automated or outsourced.

· Documentation must be provided to demonstrate that the department has the money in its budget to fill the position.

6. Department Heads are requested to come to the Committee Meeting to answer questions and/or provide additional information.

HIRING FREEZE EXCEPTION REQUEST FORM

Instructions:

1. Complete the requested information below.

2. Requests must be signed by the Department Head, or designee.

3. Please complete and submit by 1:00 pm, Thursday, prior to the Douglas County Board Meeting, to the attention of Kathy Kelley, Chief Administrative Officer.

4. If the request receives approval, the department must follow the normal requisition process through NeoGov.

Request Information:

DATE:  

     SUBMITTED BY:  


     PHONE:  



POSITION TITLE:  











DEPARTMENT:  







     
DIVISION:  









VACANCIES TO POST (List number):  




Posting Information:

POSTING TYPE:   
 FORMCHECKBOX 
  Open          
 FORMCHECKBOX 
  Internal (county-wide)

 FORMCHECKBOX 
  Departmental Only

POSITION TYPE:  
 FORMCHECKBOX 
  Existing Position (replacement of staff)                
 FORMCHECKBOX 
  New Position

JOB TYPE:              
 FORMCHECKBOX 
  Full-Time  
 FORMCHECKBOX 
  Part-Time


 FORMCHECKBOX 
  Part-Time < 21 hrs

VACANCY REASON:  
 FORMCHECKBOX 
  Resignation
 FORMCHECKBOX 
  Reorganization
 FORMCHECKBOX 
  Promotion   



 FORMCHECKBOX 
  Retirement
 FORMCHECKBOX 
  Involuntary Termination
 FORMCHECKBOX 
  Transfer


Other:  




Basic Rationale for the Position:

I hereby request an exception to the Douglas County Board’s Hiring Freeze based on the following information:

A. Is the position needed for business continuity?   FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No

Explain why: it cannot be eliminated; duties cannot be delegated; why responsibilities cannot be outsourced or automated; and why it cannot be restructured so it can be covered by existing staff.  













B. If this position is related to revenue generation, explain if the amount generated will cover all costs.  













C. Is this position a leadership type position (supervisor, manager, lead, etc.)?   FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No

Explain what the job is and why it is essential as well as why it has to be filled at this level.

D. Explain what financial resources exist to support the position, such as is the position covered by current budget, grant funded, etc?  








E. Provide any other information you believe is important to justifying the need to fill this position Attach documentation as necessary.  








Approvals:
Department Head, or Designee


Date
Chief Administrative Officer


Date
THIS SECTION FOR HIRING FREEZE COMMITTEE USE ONLY


 FORMCHECKBOX 
 Approved

 FORMCHECKBOX 
 Not Approved
Authorizing County Board Committee Member



Date

March 2011

