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STATEWIDE HUMAN RESOURCES POLICIES AND PROCEDURES 

Policy Number:  Effective:  07/01/2004 

Subject:  State Adjusted Hire Date Revised:  11/01/2011 

Policy Section:  Employment Supersedes:  12/3/2008 

Responsible HRD Section:  Employment Review Date:  11/01/2012 
 
Scope:  

All ADOA Personnel System agencies, boards, and commissions 
 
 
Authority: 

A.R.S. § 41-783, Personnel rules 
A.A.C. R2-5-403(C) Credited service 
 
 

Definition(s): 
“Adjusted Hire Date” is a computed date for employees returning to state employment after 
a break in service of less than two years or for leave without pay in excess of 240 hours 
(except for military leave and approved FMLA). This date is used for determining length of 
service and, for covered employees, annual leave accrual rates.  
 
An Adjusted Hire Date is a re-computed date based on:  

• Deductions for leave without pay in excess of 240 hours.  
• Breaks in service with an ADOA Personnel System agency where the employee, 

including a compensated board member, left in good standing and returned to state 
employment within two years.  

• Additions for credited service to the employee for employment with a state budget 
unit, which was not an ADOA Personnel System agency, within two years of the 
employee starting in an ADOA Personnel System agency position.  

• Service which occurred before a break in service of more than two years or service 
as a non-compensated board member even if the service occurred within the last 
two years is not included. 

 
“Hire Date” is an employee’s most recent hire date with the State of Arizona after a break in 
service.  (Note:  This date does not change if an employee transfers between state 
agencies provided there is no break in service.) 
 
“Original State Hire Date” is the first day of employment in any ADOA Personnel System 
agency service appointment, e.g., Clerical Pool, temporary or permanent assignment.  
Once the employee is hired, this date never changes even if an employee has a break in 
service of greater than two years.  The employee’s Original State Hire Date does NOT take 
into consideration: 

• Service with the universities or non-ADOA Personnel System agencies such as the 
Department of Public Safety (DPS), State Compensation Fund, or State Schools for 
the Deaf and the Blind. 
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Policy: 

If an employee has an Adjusted Hire Date, this date is to be used for determining length of 
service and, for a covered employee, the employee's annual leave accrual rate.  Otherwise, 
the Hire Date shall be used. 
 
An uncovered employee who accepts a covered position will accrue annual leave based on 
the employee's Adjusted Hire Date, which includes all uncovered service where the 
employee was hired within two years. 
 
An Adjusted Hire Date may be earlier or later than the Original State Hire Date or the Hire 
Date. This may depend upon whether credit is being given for work in a state budget unit 
that is not covered by the ADOA Personnel Rules or taken away due to a long-term 
absence or break in service. 
 

Examples 
 
Example 1 - Deduction for leave without pay in excess of 240 hours:  
An employee began employment with an ADOA Personnel System agency on October 
1, 1988.  The employee departs on long-term leave without pay for personal reasons 
(i.e., the employee's leave is not military leave or FMLA leave) and returns one year 
later.  The employee's Original State Hire Date and Hire Date would not change.  The 
employee's Adjusted Hire Date will reflect the one-year absence.  The Hire Date is 
October 1, 1988; the Adjusted Hire Date is October 1, 1989. 
 
Example 2 - Break in service less than two years: 
An employee begins employment with an ADOA Personnel System agency on May 1, 
2000, resigns on May 1, 2005 and is subsequently rehired on May 1, 2006 after a one 
year break in service.  The Original State Hire Date remains May 1, 2000, the Hire Date 
changes to May 1, 2006 and the Adjusted Hire Date becomes May 1, 2001. 
 
Example 3 - Break in service less than two years: 
An employee begins work in an ADOA Personnel System agency on July 1, 2005, 
resigns on July 1, 2006 and is subsequently rehired on August 1, 2007 after a break in 
service of 1 year and 1 month.  The Original State Hire Date remains July 1, 2005, the 
Hire Date changes to August 1, 2007 and the Adjusted Hire Date becomes August 1, 
2006. 
 
Example 4 - Addition for credited service for employment with a state budget unit that is 
not in the ADOA Personnel System:  
An employee begins work in an ADOA Personnel System agency on May 1, 1995.  The 
employee worked for DPS for exactly five years immediately prior to the appointment 
with the ADOA Personnel System agency.  The Original State Hire Date is May 1, 
1995, the Hire Date is May 1, 1995, and the Adjusted Hire Date is May 1, 1990. 
 
Example 5 - Break in service more than two years: 
An employee begins employment with an ADOA Personnel System agency on July 1, 
2005, resigns on July 1, 2006 and is subsequently rehired on August 1, 2008 after a 
break in service of 2 years and 1 month.  The Original State Hire Date remains July 1, 
2005, the Hire Date changes to August 1, 2008 and the Adjusted Hire Date becomes 
August 1, 2008. 
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Related Form(s)/Links: 

Not applicable 
 
 

Corresponding Policy(ies): 
Not applicable 
 
 

Contact: 
If you have any questions related to HR Policy, please contact your agency’s Human 
Resources Office/representative. 
 
 

Policy History (supersedes): 
• Statewide Human Resources Policies and Procedures - State Adjusted Hire Date Policy 

(12/03/08) 
• Statewide Human Resources Policies and Procedures - State Adjusted Hire Date Policy 

(07/01/04) 
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