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Effect ive im mediately, agencies subject  to the hir ing cont rol process—regardless of 
funding source—shall cease all act ions to create, post , or  fill posit ions.   The 
hir ing cont rol process has been implemented by OBM and DAS to achieve cost  
savings in light  of sluggish state revenues and econom ic growth.  Lim it ing hir ing to 
those posit ions most  essent ial to the funct ioning of the state government  will support  
and facilitate this goal. 
 
Following are four hir ing cont rols that  were implem ented on January 22, 2008 and 
will be in place unt il further not ice start ing January 22, 2008:  
 
I . AGENCI ES MUST CONTI NUE TO SEEK OBM  APPROVAL TO CREATE ALL PERMANENT 

FULL- TI ME AND PART- TI ME POSI TI ONS PRI OR TO POSTI NG ( NO EXEMPTED JOB 

CODES)  
 
I n an effort  to ensure adherence to agency personnel ceilings, all permanent  
posit ions ( full- t ime and part - t ime)—including direct  care, safety, and revenue 
generat ing posit ions that  are exem pt  from  the hir ing cont rols—will cont inue to be 
approved by OBM prior to post ing or processing personnel act ions.  However, 
agencies are to lim it  requests for approval of posit ions to those needed to perform  

essent ial funct ions of state governm ent .   Agencies should not  subm it  requests for 

posit ions that  are not  essent ial.   OBM will rout inely deny requests to approve 
posit ions that  are not  direct  care, safety, or general revenue generat ing. 
 
OBM will cont inue the posit ion approval process implem ented on December 24, 2006 
(see OAKS Posit ion I nform at ion screenshot  below)  with the following m odificat ions:  

 

̌ Agencies are not  to request  posit ions that  would exceed their current  
personnel ceilings.  

 

̌ Approval will be lim ited to posit ions that  are necessary for the performance of 
essent ial dut ies, specifically those associated with direct  care, public safety, 
and general revenue collect ions.   

 

̌ Agencies shall subm it  their  requests to their OBM budget  analysts with the 
following informat ion:   
 

̇ The applicable HCM posit ion number 
̇ Why the posit ion is essent ial and just ify the need 
̇ The impact  to the agency’s operat ions if the posit ion is not  filled 
̇ An est im ate of costs, the proposed funding source, and statem ent  of 

affordabilit y 
 

Please send requests via e-m ail with a subject  header t it le of “Posit ion 
Approval Request .”  

 
Posit ions Previously Approved by OBM But  St ill Vacant  

For posit ions with cont rol-exempt  job codes that  OBM approved prior to 
implementat ion of this process, these posit ions will remain in Approved status in 
OAKS if they are current ly st ill unfilled.  Other vacant  posit ions in Approved status 
that  are subject  to the hir ing cont rols will be turned back to Proposed status so that  
they cannot  be filled.  (See Sect ion I I  below for handling personnel act ions current ly 
in-process.)  
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OAKS Posit ion I nform at ion Screen 

   

 
 
I f OBM approves a requested posit ion, the OBM analyst  will change the Posit ion 
Status field circled in the OAKS screenshot  above from  “Proposed”  to “Approved”  and 
not ify the agency so that  the posit ion can be filled.  I f OBM does not  approve a 
requested posit ion, the Posit ion Status field will rem ain as “Proposed”  and OAKS will 
not  allow the posit ion to be filled. The agency will also receive not ice of a 
disapproval.   Once OBM changes a posit ion status to “Approved”  and an agency is 
not ified of the approval, the agency should carry forth with the necessary hir ing 
procedures as required by DAS and State of Ohio policies. See Sect ion I I  below for 
rest r ict ions on processing personnel act ions for “Approved”  posit ions. 
 

Approval of Perm anent  Posit ions Vacated Due to ERI s 

OBM recognizes that  agencies may want  to assemble early ret irem ent  incent ive (ERI )  
plans for review by OBM.  These plans could propose to refill some vacated 
perm anent  posit ions that  OBM would not  otherwise approve pursuant  to the hir ing  
cont rol lim itat ions on non-essent ial posit ions.  OBM will nonetheless perm it  agencies 
to refill posit ions in accordance with their OBM-approved ERI  proposals. 
 
Non-Perm anent  Posit ions Do Not  Require Approval by OBM 

Non-perm anent  posit ions are not  subject  to OBM’s review and approval.  However, 
these appointment  types will be monitored through reports and other DAS act ivit ies.  
Note that  non-permanent  posit ions are st ill subject  to the OAKS system cont rols that   
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will block agencies’ abilit y to com plete personnel act ions, except  for those job codes 
exempt  from  the hir ing cont rols.  (See below sect ion t it led “Process for Personnel 

Act ions Subject  to Hir ing Controls.” )  
 
 
I I . AGENCI ES W I LL NOT BE ABLE TO HI RE,  REHI RE,  TRANSFER,  PROMOTE,  OR DEMOTE 

PERSONNEL I N  OAKS,  W I TH LI MI TED EXEMPTI ONS NOTED ON ATTACHMENT 2  
 
Except  for exempt  job codes, OAKS is programmed to prevent  an agency from  
saving any of the act ion codes related to hire, rehire, t ransfer, promot ion, or 
dem ot ion.  This applies to both perm anent  and non-perm anent  posit ions.   As a 
result , non-exem pt  personnel act ions (PAs)  m ust  be entered into OAKS by DAS 
(after an agency is given OBM approval to fill a posit ion, in the case of a permanent  
posit ion) .  Agencies should lim it  PAs to perm anent  posit ions approved by OBM and to 
non-perm anent  posit ions that  are consistent  with their past  usage by agencies.   
 
Process for Personnel Act ions Exem pt  from  Hir ing Controls 

Agencies will be able to enter and save PAs in OAKS for the following exempted job 
codes noted in At tachment  2:  
 

̌ Direct  care staff in inst itut ions 
 

̌ Security staff in inst itut ions/ other safety and security 
 

̌ Revenue generat ing posit ions in the Lot tery Com m ission and the Departm ent  
of Taxat ion 

 

Agencies can process PAs for exem pted posit ions following their norm al PA 
processing procedures.  DAS does not  need to enter these PAs into OAKS and review 
by the Governor’s Office is not  required for classif ied posit ions.  OAKS will not  
prevent  an agency from  com plet ing and saving an act ion for the exempted job 
codes. 
 
However, OBM approval of these posit ions, if permanent , in OAKS prior to any PA is 
st ill required (see Sect ion I  above) . 
 
Process for Personnel Act ions Subject  to Hir ing Controls 

Agencies must  receive OBM’s approval for all permanent  posit ions prior to creat ing 
PAs for such posit ions (see Sect ion I  above) .  Approval from  OBM (and the 
Governor’s Office for permanent  unclassified posit ions paying $20/ hour or more)  will 
be required before DAS can enter a PA for a permanent  posit ion. 
 
For job codes not  exem pt  from  the hir ing cont rols, agencies shall proceed as follows:  
 

̌ Agencies shall subm it  PAs for permanent  unclassified posit ions paying 
$20/ hour or m ore to Aaron Pickrell of the Governor’s Office, according to the 
procedure out lined in Sect ion I I I  below. 

 

̌ Whether perm anent  or non-perm anent , agencies shall subm it  PAs for other 
unclassified and all classified posit ions with job codes that  are subject  to the 
hir ing cont rols to the DAS Office of State Services for review and perm ission 
to process the act ion.  Once perm ission is received, DAS will enter the PA into 
OAKS for both decent ralized and cent ralized agencies. 
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Personnel Act ions Current ly I n- Process 

OBM and DAS recognize that  agencies have PAs current ly in process that  will be 
impacted by the implementat ion of the hir ing cont rols.   
 
PAs that  were in-process as of January 18, 2008 will be approved upon agency 
compliance with the applicable PA processes described in this sect ion, if they meet  
either of the following condit ions:  
 

̌ An agency has m ade an offer or an offer is accepted prior to January 18, 
2008. 
 

̌ The PA has an effect ive date of January 20, 2008 or earlier. 
 
Agencies should not ify their OBM analysts of such posit ions, along with the 
just ificat ions prepared in accordance with Sect ion I  above, so that  OBM can return 
these posit ions to Approved status in OAKS following the autom ated process to 
return vacant  posit ions to Proposed status.  
 
 
I I I . PERSONNEL ACTI ONS FOR PERMANENT UNCLASSI FI ED POSI TI ONS PAYI NG 

$ 2 0 / HOUR OR MORE W I LL CONTI NUE TO REQUI RE REVI EW  AND APPROVAL BY THE 

GOVERNOR’S OFFI CE 
 
Pursuant  to the January 8, 2007 memorandum from  John Haseley, Chief of Staff, 
Governor’s Office, agencies are to subm it  PAs for perm anent  unclassif ied posit ions 
paying $20/ hour or m ore to Aaron Pickrell in the Governor’s Office for review. 
 
Personnel Act ion Coversheet  

Agencies are to com plete the at tached PA Coversheet  to send with all PAs that  are 
subm it ted to the Governor’s Office.  This will expedite proper rout ing either to DAS 
( to process PAs with job codes that  are subject  to the hir ing cont rols)  or for return to 
the init iat ing agency ( to process PAs with job codes that  are exem pt  from  the hir ing 
cont rols) . 
 
 
I V. ALL PERSONNEL ACTI ONS W I LL BE CLOSELY MONI TORED THROUGH REPORTS 
 
All posit ions and personnel act ions—including those that  require review, approval, or 
ent ry by OBM, DAS, or the Governor’s Office—will be monitored through reports.   
 
Again, the hir ing cont rol process has been im plem ented by OBM and DAS to achieve 
cost  savings.  The report ing process is both part  of monitor ing personnel- related 
act ivity and an assessm ent  tool.   
 
 
ADDI TI ONAL ACTI ONS AGENCI ES MUST TAKE 
 
I n addit ion to the four hir ing cont rols summarized above, agencies are to take the 
following act ions:  
 
Offers of Em ploym ent :  Agencies must  advise all prospect ive employees that  start  
dates are tentat ive and all offers are condit ional unt il the posit ion and PA in quest ion 
have been approved by OBM and/ or the Governor’s Office, as applicable. 
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Job Post ings:  Agencies are expected to cont inue receiving approval from  OBM to 
establish or fill exist ing vacant  permanent  posit ions prior to the post ing of such 
posit ions.  Neither OBM nor DAS will be involved with the approval of job post ings.   
 
I f an agency has already posted for a posit ion, the agency should be careful to 
receive OBM approval of the posit ion prior to init iat ion of either the interview process 
or m aking an offer to prospect ive employees. 
 
 
 
 

 
 
 


