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FILLING POSITIONS

I.
PURPOSE:

To establish policies and procedures for filling classified positions.

II.
SCOPE:

Department-wide.

III.
POLICY:

A.
Positions shall be filled in accordance with the State Personnel Law, Rules of the Personnel Advisory Board and Division of Personnel, and the policies and procedures of the Department.

B.
Selections are to be made from among those eligible who are determined to be the “most qualified”. This will normally be applicants who are ranked in the top third in the structured interview process. If a certificate is used, applicants will normally be reachable from the top fifteen (15)  or (fifteen percent (15%), whichever is less) of candidates who meet the minimum qualifications and have appropriately applied.  Strong consideration should be given to increasing workforce diversity.

C.
Confidentiality:

All certificates, structured interview plans and interview documentation are considered to be confidential and managers/supervisors are responsible for ensuring that this information is available to only those who have a need for this information in carrying out their official duties.

To ensure security, all interview materials are to be submitted to the Office of Human Resources (OHR) in a sealed envelope.

IV.
PROCEDURES:

A.
Requests to Fill Positions:

A Request to Fill form must be submitted on the established template through administrative channels to OHR. This form must be submitted anytime an action requires an employee to go into a different position code number (e.g., transfer, new hire, promotion, etc.). If the manager/supervisor desires to fill the position by promotion, reemployment, or transfer, this information should also be included in the request. The OHR will notify the unit  when action has been taken on the request, either by sending copies of the appropriate certificates or by e-mail saying request has been approved. 

B.
Certification of Eligibles from Register:

The OHR will obtain from OA Division of Personnel the names of individuals who are on the Merit System register. Names are certified on the Personnel Requisition and Certification, normally referred to as a “certificate.” Individuals on the certificate are referred to as “eligibles.” The information provided by OA Division of Personnel is the eligible’s name, address, telephone number (if available), email address, last 4 digits of social security number, identification number, and examination rating. 

Certificates expire ninety (90) days from the date of the certificate. If availability letters are sent out, eligibles must be given at least seven (7) workdays to  submit application materials or to decline the opportunity to apply. Once scheduled the applicant must report to work during the ninety (90) days in which the certificate is valid. Although eligibles selected for appointment may report for duty earlier, the rules require that they are given (15) calendar days after notification of appointment to report for duty. The hiring manager must allow an employee to give at least fifteen (15) calendar days’ notice to their current employer. For these reasons, it is important that interviews be scheduled as quickly as possible.

Interviewers must utilize the promotional certificate when applicable and in-house transfers in order to also use an "open" certificate, unless authorized by the Chief, OHR.

The OHR will provide a copy of the certificates,  to the requesting unit. The Personnel rules require that the individual selected for appointment, from an open certificate, rank in the top 15/15 percent of available eligibles (those responding as interested in the position) for appointment. Each certificate will indicate whether the authorized selection group is the fifteen (15) top eligibles or fifteen percent (15%) of available eligibles.
C.
Identification of Selection Group:


Depending on the number of names and type of  certificate,  the following methods are used to determine the selection group.

1.
Availability letters  may be sent to some or all available eligibles. The unit will review the returned letters and applications to determine which applicants they wish to  invite for interviews. 
2.
Some certificates list applicants in non-competitive order. In this case, selection may be made from any name on the certificate.
D.
Interviews:

For the majority of positions in the Department, the selection procedure normally consists of structured interviews, evaluation of education and experience, past job performance, employment references, etc. If selection procedures in addition to interviews are used, such as typing or other performance tests, they are to be discussed with the Office of Human Resources prior to the date of the interviews. All selection procedures must be job-related and conducted in such a manner that all eligibles or applicants are evaluated on the same criteria to ensure that all will have an equal opportunity for employment or promotion.

Interviews for all classified positions on Range 17 and above are to be conducted using a Structured Interview format. If not previously approved, questions are to be submitted to OHR on the Interview Questions and Rating Sheet (located on the Intranet) for review prior to sending availability letters and scheduling the interviews . (Although not required, structured interviews are encouraged for all other positions.) Interview notes or other documentation must be sent to OHR at the conclusion of the selection process. 

It is the responsibility of the interviewer to confirm eligibility of the applicant selected.  Placement on the certificate is not sufficient to ensure that the applicant meets the minimum qualifications.

Any requests for accommodation made by an applicant with a disability should be discussed with OHR.

E.
Selection or Other Action:

After completion of the interviews and reference checks of the top two or three candidates (see Section 5.4), the interviewer is to contact OHR prior to making an offer. 

1. Must follow Background Check Procedure (Policy 5.12, Attachment B).
2.  If salary being offered is above the beginning step, written justification approved by the division director and OHR will be required if appointment is above the induction rate or exceeds promotional formula (see sections 6.2, 6.3 and 6.4).

If the interviewer feels that there are insufficient qualified candidates, one or more of the following actions may be appropriate:

1.
Request additional names be contacted. If there is an insufficient number of eligibles responding to the letters, additional names may be contacted in order to achieve a larger pool of eligibles to consider for selection.

2.
Request another certificate. If there are insufficient eligibles available for appointment, additional names may be certified for appointment.

3.
Appoint provisionally. If there are less than ten eligibles available for appointment and the certificate states that the register is exhausted, a provisional appointment may be appropriate (see Recruitment, Section 5.3).

4.
Recruit. If there are insufficient eligibles on the certificate (i.e., register is exhausted), recruitment efforts may be initiated. The unit should contact OHR to develop a recruitment plan and discuss time frames.

The unit is to notify all individuals reporting for interviews of the final action taken. 

F.
Documentation:


Availability letters are returned to OHR by applicants and then sent to the unit for review and scheduling of interviews.
All available and interested candidates shall be asked to complete the Department’s Application for Employment form. If not interested in the position, they should be asked to sign the declination statement.

After action has been taken on a certificate, the interviewer is to return the certificate,  availability letters, interview questions and rating sheet and  summary of Interview Ratings to OHR as soon as position has been accepted to allow for timely processing. 

Interview materials are retained by OHR for 5 years from the date the certificate was requested.
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