2.16 Vacancy Evaluation Procedure 

Effective Date: April 1, 2009

Policy

When the County’s financial situations requires restraint due to economic conditions, hiring procedures may be modified for a temporary period of time.  The Administrative Procedures contained herein shall be supplemental to current Lake County Policies and Procedures and; require departments to evaluate/document the need to fill or delay the filling of position vacancies prior to the implementation of current hiring procedures.   

Procedure
Step 1
The County Administrator will issue a directive to Board appointed department heads that this policy shall be utilized before any vacancy may be filled. (Elected Officials & independent Department Heads have the option of utilizing this policy and procedure.  If elected officials and independent Department Heads choose not to use this policy some other formal review process must be discussed with the County Administrator.)

Step 2

When a position vacancy occurs the following options should be considered:

· Eliminate the position

· Freeze the position vacancy for the remainder of the fiscal year

· Hire temporarily

· Delay the start of recruitment for 60 days or more
· Hire part-time (include the possibility of hiring two part-time employees)

· Share a full-time employee with other departments

· Contracting out all or a portion of the work
Step 3

If a department decides to exercise one or more of the options above, notification should be provided to the Human Resources Department of the option selected with the following information:

· A time period should be provided if there will be a delay in filling the position.
· The financial impact of the option exercised above.
· The operational impact (i.e.-hiring two part-time employees will increase flexibility, hiring temporarily will address a seasonal peak in work load).
Step 4

If there is an operational necessity to fill a vacancy, the department should provide the Human Resources Department documentation describing why it is not operationally feasible to exercise one of the options listed above.  
The explanation should include but not be limited to describing the negative impact of:

· Existing staff absorbing the duties of the vacant position
· Contracting the work to a private concern
· Reduction in services to  customers and stakeholders

Step 5

The information requested above should be provided by completing the Special Personnel Request Form.  The form should be forwarded to Human Resources.  Human Resources will submit the Form to the Finance and Administration Department and the County Administrator’s Office for review and final approval.
Step 6
The Human Resources and the Finance and Administration Departments may wish to meet with you to discuss all alternatives so the work can be performed efficiently without filling a vacancy and/or utilizing alternative options.   

The Human Resources and the Finance and Administration Departments may develop a different hiring recommendation than that requested by the hiring department.  The recommendation to fill a vacancy or exercise one of the options above will be provided to the hiring department.  If no agreement is reached, the hiring department, Human Resources Department and Finance and Administration Department will meet with the County Administrator to discuss the matter.

