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VACANCY REVIEW 
 Vacancy Review is a comprehensive term that permits Human Resources to assess and discuss the need to fill employment vacancies (promotions, transfers, temporary and new hires) that are compensated from the General Fund or other County funding source. The Vacancy Review does not apply to certified public safety personnel.
Each elected office or department under the authority of the Yuma County Personnel Rules & Regulations is expected to cooperate and comply with the criteria outlined where the vacant position has a direct impact to the General Fund or other County funding source. Each elected office or department will submit a Personnel Action form (PAF) and Vacancy Review Consideration form electronically to the Employment Division in Human Resources and carbon copy the HR Director and HR Office Supervisor. 
OFFICE OF MANAGEMENT BUDGET
Human Resources will forward the vacancy review form to the Office of Management and Budget (OMB).  OMB will review the approved budget authority for the vacant position.  If approved, an OMB representative will return the vacancy review form to HR for final review and approval.  If the review is in question for funding. OMB will contact the agency head or elected official to discuss the funding.  
OPEN POSITION – Advertising the Vacant Positon
Determine what type of announcement: public – 10 days, open until filled, promotional – County or department only or position will not be advertised.  PR-204- Registers provides the department/office the opportunity to establish an eligibility list.  If the position is newly created/approved by the Board of Supervisors (BOS), provide the date of approval and attach a copy of the Notice of Board Action (NOBA) or the approval from OMB.
The position will be advertised from the minimum to the midpoint, unless a specific dollar amount is requested to be advertised.  Designate who you would like to view the applications in NeoGov.  
Will this position require special advertising and if yes, with what magazine, website or vendor and how long?  To assist with the screening of the applications, you may want to consider providing supplemental questions. If yes, attach a copy of the additional questions to include on the advertisement.  
CRITERIA 
The Human Resources Director will review the vacancy request against the following criteria:
1. Is there an immediate need to fill the position? 
2. Can the duties of the position be covered in some other manner or deferred for some period of time?
3. Is the position required to meet public health, safety or provide essential administrative or operational support?
4. When did the position become vacant due to a promotion, lateral transfer or separation?
5. For position(s) that have been vacant for a significant period of time, will special revenue funding be available in the future?
6. How have the duties been covered since the vacancy occurred and how long? 
7. What are alternatives are available to fill this position and what impact would it have on the services, if not filled? Please explain. (Such as structural reorganization)

The Human Resources Director will approve/disapprove the request. If the vacancy request is denied, the Human Resources Director will notify the elected office or department and the County Administrator with the reasons for the disapproval. 
If the vacancy request is approved, the Vacancy Review Consideration form will be forwarded to the County Administrator for final approval/disapproval.
If the County Administrator approves the vacancy request, the Human Resources Representative will notify the elected office or department of the approval.
Department/Agency:  Click here to enter text.                          Date Request Submittal: Click here to enter a date.
Incumbent’s Position Title: Click here to enter text.
Incumbent’s Name: Click here to enter text.                    Incumbent’s Position Number: Click here to enter text.
Grade: Choose One       Step: Choose One       Hrs Per Week: Choose One         Employee Status: Choose One
Budgeted Amount for Incumbent’s hourly rate: Click here to enter text.
Incumbent’s Employee Number: Click here to enter text.
Is this a reallocation, Yes or No? Choose One
If yes, Reallocated Position Title: Click here to enter text.
 Grade: Choose One              Step: Choose One 
Budgeted Amount for reallocated position hourly rate: Click here to enter text.
Advertisement Selection:  Choose One	              To Establish an Eligibility List: Choose One
Date Board Approved New Position: Click here to enter text.	 
If New Position Copy of Transmittal Form Must Be Attached:  Choose an item.
Hourly Rate to Advertise for Position: Click here to enter text.
Designated NeoGov Hiring Manager(s): Click here to enter text.
Is Special Advertising Required? Choose One     If Yes, Place Ad With:	                          
Supplemental Questionnaire Attached To The Position: Choose One     

(HUMAN RESOURCES USE ONLY) RECRUIT #: __________    Date Open: __________   Date Close: ___________

	*Must include funding information for request to be considered.

	Fund: # 
	 %
	End Date: 

	Project: #
	Task: # 
	Award: #

	Fund: # 
	 %
	End Date: 

	Project: #
	Task: #
	Award: #

	Fund: # 
	 %
	End Date: 

	Project: #
	Task: #
	Award: #

	1.) Please state the immediate need to fill the position?  

	


2.)  Can the duties of the position be covered in some other manner or deferred for some period of time? Yes or No, please explain.

	

	

	

	

	3.)  Is the position required to meet public health, safety or provide essential administrative or operational support? If mandated, by what authority?	

	

	

	[bookmark: _GoBack]4.) Did the position become vacant due to promotion, lateral transfer or separation? Provide date of incumbent’s last day of employment with your department/office.

	


5.) For position(s) that have been vacant for a significant period of time will special revenue funding be available in the future? Yes or No, please explain. 


	


	6.) Have the duties been covered since the vacancy occurred? If so, for how long?

	




	

	7.) What are alternatives to filling this position and what is the impact of not filling this position? Please explain. (Such as structural reorganization)





	



	
By signing the vacancy review form, I understand and agree that I am able to hire within the approved budget authority. 

	
	
	

	Agency Head Signature
	Date

	
	

	
	


Approve


Disapprove


												



Budget Director/Designee Signature
Date





Human Resources Director/Designee Signature
Date

													
County Administrator Signature						Date

Human Resources Use Only

Date of Hire			 	PTO			      
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PR-100(B(1,2)) provides Human Resources with the authority to develop and administer programs that will conform with the personnel rules, including issuing guidance and directives as necessary or advisable to implement the rules in the most consistent and effective manner. In order to ensure that Yuma County Personnel expenditures will be within the amount budgeted each fiscal year, Yuma County will institute a “Vacancy Review Policy” effective January 2009.


