University of Northern Colorado

Financial Services Procedure

60-day Staffing Hold Review Process
Scope:  

The purpose of the process is to provide relevant, timely data to senior leaders to assist in making staffing decisions and a process for implementing decisions.

Current Guidelines:

Hold all vacant positions for a minimum of 60 days before posting. This is in addition to the average 60 days it takes to hire that are part of our current vacancy savings budget.  Complete the position request form for consideration to fill position after completion of the 60 day required hold.  Approval of requests to fill positions after completion of the 60-day holds is the responsibility of the President.   The President must approve any exceptions to the 60-day hold period. PSA’s/stipends/overtime may not be utilized during the 60-day hold period to compensate employees for temporary additional work.
Authority:

The temporary 60-day hold process was put in place by the executive team effective 7/1/18 as a short-term solution pending sustainable budget solutions.
Process:

Regular Leadership Review 

1. The Human Resources Office will provide bi-weekly reports to the cabinet containing the following information:
a. List of all vacant positons by Vice Presidential area and department

b. The positon title, past incumbent, and current salary

c. The number of days the positon has been vacant

d. The current status of the position(held, posted, interviewing, offered)

e. A dollar summary and count of vacant positions by VP area and total University.

2. Upon request, the Human Resources Office can provide an updated report of vacant positions and number of days the position is vacant as needed to campus leadership.  The status of each position will  only be updated on a bi-weekly basis, but information on a specific position can be provided upon request.  
3. Once a month Human Resources and the Budget Office will provide a summary of our actual payroll expense compared to our budget.  Specifically, we will look at our vacancy savings compared to our planned savings.  
Request to Fill Position
1.  The Position Analysis Form is used both to request to fill a positon after the 60-day hold period and to request an exemption from the required hold.

2. The requesting department completes the form completely answering in detail the six questions and including the required attachments for consideration.
3. The appropriate VP reviews the request and can deny the request unilaterally.  If interested in approving the request, the VP will forward the completed form and add any additional considerations for the Presidents review,

4. The President will review the position specific information and put the request in context using the data from the regular review including our progress toward our budgeted vacancy savings.  The President’s decision is final.
5. This same process also applies to request PSA/Stipend or overtime use during the 60 day hold period.    
Date Issued:  9/12/18
Contact for Questions: Marshall Parks
Issued By: Cabinet
