

This section covers the process for requesting an exemption for a vacant frozen position.  The completed form will be submitted to the Assistant Director for approval.  If approved, the form will be submitted to the City’s Hiring Freeze Exemption Committee for approval.


Division Manager

· Review staffing needs in relationship to projected work load

· Review staffing levels in all relevant classifications to see if it is possible to meet the needs with current staff.

· Determine length of time for which additional staff will be needed.

· Determine appropriate classification to do the required work.  

· Prepare justification on the new Hiring Freeze Exemption Request Form.  (See   attachment 1.)  

· Forward the justification to Malene Mortenson by email by Monday afternoon so that it can be reviewed by the Assistant Director in time for submission to the Review Committee on Wednesday afternoon.

Human Resources Section

· Review the exemption request to be sure all the information is present and in the format required by the Budget Office.

· Confirm that the position is vacant and frozen.  

· Review the Departmental staffing plan (when available) for compatibility of request. 

· Present the request to the Assistant Director for his review and comments.  

Assistant Director

· Review the request, taking into consideration all options available to accomplish the required work.  

· Discuss with Director to get concurrence on request.

· If approved, submit request by email to Larry Lisenbee, copies to Jennifer Maguire, Eric Bilimoria, Malene Mortenson and Division Manager.

· 
· If not approved by the Assistant Director, Human Resources Section will notify the Division Manager and Division Analyst via email with the reasons why the request was rejected.

Budget Office

· Review request and ask for clarification, if necessary, before the Thursday afternoon meeting.

· Present request to committee at regular Thursday afternoon meeting.

· Notify Department of results of the meeting.

Human Resources Section and Division 

· If the request is approved, the Analyst from the Human Resources Section and the Division will work with the hiring manager to develop the information needed to prepare the posting, the screening methods for applications, the oral interview questions, and the timeline.  Special requirements will be included in the posting.

· Human Resources Section will forward the required information to Employee Services Department to enter the posting into the Quickhire system for on-line applications.  If the posting is a professional position open to outside applicants, an announcement may be posted on professional association websites to reach a wider audience.  

· If the posting is for a classification managed by Employee Services, a notice of transfer opportunity will be posted on the Quickhire site for 10 days in order to alert employees who are already in the classification that a transfer opportunity exists.   This does not delay the process for reviewing existing candidates. 

· The Division Analyst coordinates with the hiring manager to schedule interviews.  

· After hiring manager has made a selection, the Human Resources Section prepares and processes the forms needed to make the hiring official in the City’s personnel system. 

ATTACHMENT 1


· Department Contact: Malene Mortenson

· Extension: x8805

· Position Classification: specify job class

· Position Number: obtain from organization chart or vacancy report 

· Job Code: can be found in the Pay Plan or Department-wide Staffing/Vacancy Report 

· FTE: typically 1.0

· Core Service: Human Resources Section will fill in.

· Funding Source: specify fund number and percentage

· Vacancy Date: date position went vacant

· Backfill Dates: If the request is for an employee to backfill behind a leave of absence, please enter the dates and from which source the employee is proposed to be hired.

· Limit Date: required only if the position currently has a limit date

· Justification: Detailed description of the duties and programs for which this position will have responsibility.  Relate the position and duties to the overall workload.  Include time lines and budget impacts if appropriate.  Describe the organizational structure into which the position will fit.  Also specify the impact of not filling the position on project delivery, customer service, Council-directed programs, etc.
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