Hiring Freeze Guidelines
Colorado Office of State Planning and Budgeting
Revised October 3, 2008

1. This Hiring Freeze is effective on October 1, 2008.

2. The hiring freeze applies to all general government positions and functions utilizing state
funds, including the following, unless explicitly exempted in number 8 below:

Appointment of any persons not currently employed by the State;

Increases in time base (for example, from part time to full time)

Appointment of seasonal employees;

Promotions;

Appointment of permanent or part-time employees;

Interdepartmental transfers with any General Fund increase;

Intradepartmental transfers with any General Fund increase;

Temporary appointment of employees;

Appointments of provisional, substitute, and conditional employees and acting
appointments.

3. Appointments may be processed only if the candidate had actually been offered and accepted
the position, with proper documentation, by close of business on September 30, 2008.

4. No new announcements may be issued unless individual position announcements have
received prior approval through the exemption process. EXisting announcements should be
cancelled unless the position meets the definition of a position listed in number 8, below.

5. Requests for exemptions to the hiring freeze will be submitted to the Office of State Planning
and Budgeting. The Director of OSPB will determine exemptions to the Governor’s Chief
of Staff for final decision. No hiring exemptions may proceed until the department receives a
signed approval by OSPB. Please use the form provided with these guidelines.

6. Exemption requests must address the following criteria.

e Positions and functions that are critical to the health, welfare, and safety of the public in
general;

e Positions and functions that are critical to the care and safety (direct care) for persons that
are in legal custody of the State or when a direct service is involved;

e Positions and functions that are part of a caseload staffing requirement that are typically
established through licensing, certification, or accreditation requirements;

e Positions and functions that would create a disruption to an essential state function if not
filled;

e Positions and functions where there is a legal liability for failure to perform the service.

7. Any positions or functions that are partially funded with General Fund (or reappropriated
funds from a General Fund source) or Cash Funds must request an exemption through the
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10.

11.

12.

13.

14.

official exemption process. Positions that meet criterion #8f below must be provided in a list
to the Office of State Planning and Budgeting and approved prior to proceeding with the
hiring process.

Positions and functions that are specifically exempted from the hiring freeze are as follows:

a. Fully federally funded,

b. Fully funded by gifts, grants, and donations;

c. Positions filled as a result of exercising retention rights in a layoff situation;

d. Reallocations of current positions and promotions not resulting in a salary increase;

e. Intradepartmental transfers with no fiscal impact; and

f. Positions that have direct, daily contact with the public in a position of health and/or
safety, for at least 50% of their work time.

Cash funded positions will be subject to the hiring freeze until October 31, 2008. At that

time, OSPB will assess whether or not the freeze can be lifted for positions that are fully cash
funded.

Overtime, and shift differential, and temporary pay differentials may not be used to
circumvent the statewide hiring freeze. If critical positions and functions are deemed
necessary and justified by a state agency, then an exemption should be requested through the
official exemption process.

As vacant positions and functions are not filled, workload increases may effect certain
individuals that could result in the inability to take sufficient annual leave prior to the end of
the fiscal year. Current maximum accrual levels of leave accounts still apply, and supervisors
are expected to accommodate annual leave requests by June 30, 2009 to comply with these
levels.

For bills that were enacted in 2008 that result in additional FTE which have not yet been
filled, the exemption process would need to be followed for filling those positions and
functions as long as the hiring freeze remains in effect.

Any position or function exempted that become vacant subsequent to approval through the
exemption process must be resubmitted for future exemption approval.

FY 2008-09 new personal services contracts, purchase orders, and solicitations for General

Fund in the amounts of the following are subject to the hiring freeze, and exemptions must be

requested through the official exemption process:

e $5,000 or more from appropriation line items that are personal services, operating, or
general administration in nature, OR

e $50,000 or more from specific, dedicated line items, pursuant to statute or specific
change requests approved by the General Assembly in an appropriations bill.

Goods are not affected by this freeze. Continuation of an existing programmatic contracted
activity (not the vendor alone) that does not increase the cost or expand personnel does not
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15.

16.

17.

need to request an exemption. Contractor or temporary services for general administration
(such as temporary support services) do not count as continuation contracts.

Until October 31, 2008, this item #14 applies to Cash Funds (not wholly gifts, grants, and
donations) in terms of new personal services contracts, purchase orders, and solicitations for
temporary staff or individual contractors only. After October, OSPB will assess whether or
not the freeze can be lifted for contracts that are fully cash funded.

In addition to the required forms, departments must submit to the Office of State Planning
and Budgeting two Excel spreadsheets (templates included) of 1) all current vacant positions
that will not be filled and 2) current vacancies for which an exemption is being requested.

The two excel spreadsheets and the requested forms, are due to OSPB by October 10, 2008.
Vacancies that occur after October 1, 2008 may be submitted to OSPB at any time after
October 10, 2008. Please allow ten business days for OSPB to process the subsequent
requests. Please ensure that the formulas in the spreadsheets increase base salary by 20%,
not 13%.

The Department of Personnel and Administration is requested to post a statement for
applicants indicating that a hiring freeze is in effect and that no General-Funded and Cash-
Funded positions can be filled unless an exemption is granted.
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