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______________________________________________________________________________
SUBJECT:
Permanent Positions:  Hiring Procedures

SECTION:
Recruitment

______________________________________________________________________________
 I.
PRACTICE


A.
Upon conclusion of recruitment activities conducted by State Human Resources (SHR) staff (see P&P Bulletin No. 4.105), a list of qualified candidates is provided to the immediate Supervisor of the position vacancy.  The Supervisor interviews and evaluates each candidate in relation to the job to be performed and formulates a formal recommendation to hire.  To ensure equal opportunity for employment and achieve affirmative action objectives, all hiring activities are conducted in accordance with Wisconsin Civil Service laws and the DMA's Affirmative Action Plan.

II.
PROCEDURE


A.
SHR staff refers a certified list of candidates to the immediate Supervisor of the position vacancy.  This list will include:



1.
the top qualifying candidates as determined by Civil Service examination score;

2. candidates eligible for appointment consideration with veterans preference points; 

3. candidates eligible for appointment consideration through the Handicapped Expanded Certification (HEC) Program, which enables the consideration of additional applicants with disabilities; and

4. candidates eligible for appointment consideration through "expanded certification" which enables the consideration of additional women and racial/ethnic minorities, if the classification title is in a job group with  underutilization.



Certification will be presented to the Supervisor listing candidates in alphabetical order (omitting rank, sex, ethnic, veteran status, and score data).  Any relevant materials which SHR has on file regarding candidates will also be forwarded with the list (i.e., letters of interest, resumes, etc.).



SHR may submit a list of persons interested in transfer, reinstatement, or voluntary demotion along with, or in lieu of, a certification.



For underutilized positions, expanded certification for women and/or minorities will be made automatically.  SHR will provide written notice to the hiring Supervisor when the position is in an underutilized job group.  If qualified target group members are referred for underutilized positions, the notice will state that contact should be made with the Affirmative Action Officer (AAO)/State Human Resources Director to discuss the selection process before proceeding with interviews.  



All referred candidates are entitled to equal consideration for appointment.  When targeted group members are certified or referred for an underutilized position, affirmative action group membership should be considered as one factor among the many factors involved in filling a position and making a hiring decision.


B.
Supervisor will evaluate each candidate in relation to the requirements of the position to be filled.  Normally, at a minimum, this will include a review of candidate's past training and experience, personal interviews, and reference checks.



1.
In accordance with guidelines issued by SHR, Supervisors must develop interview questions and ways to ascertain potential conflicts of interest, and submit to SHR for review at least three workdays prior to conducting interviews.  (Interview schedules should accompany these questions.)  SHR will review interview questions to ensure that they are nondiscriminatory and job related in nature.  Assistance in developing interview questions, as well as planning, organizing, and conducting the interviews, is available from SHR.

2. Select an interview panel of at least two individuals.  The interview panel should be balanced (males, females, ethnic/racial minorities) and reflect the candidate pool, if possible.  Assistance in identifying such individuals is available from SHR.



3.
When a targeted group member is certified or referred for an underutilized position, all members of the interview panel should meet with the AAO/State Human Resources Director to discuss AA objectives in the particular hiring decision before interviews begin.



4.
Work related reference checks should be made on those candidates being considered for appointment.  It is expected that the current or most recent supervisor will be contacted for the person being recommended for hire.

5. If the position is underutilized and a targeted group member is certified, a meeting with the AAO/State Human Resources Director should be scheduled before preparing the written hiring recommendation.  At this meeting, the status of candidates in relation to AA objectives will be discussed.



Upon completion of steps (1) through (5), submit a written recommendation for hire to the State Human Resources Director.  This recommendation should include summary justification describing the reasons for selecting the successful candidate over all others interviewed, which includes rank of each candidate interviewed with written rationale.  This memo must be endorsed (signed) by all interview panel members.  If all panel members do not agree, dissenting members should so state.

Attach the certification list with report of action column completed, copies of letters sent to applicants, resumes, all interview notes, and completed reference audit form(s). 


C.
State Human Resources Director will:



1.
Review recommendation and supporting materials submitted by the hiring Supervisor.



2.
Contact the hiring Supervisor to discuss any areas of concern.  



3.
Notify the hiring Supervisor of the hiring decision and discuss the following:

a. Targeted starting date, considering candidate’s availability and agency needs;




b.
special salary considerations such as hiring above the minimum, pay rate in a broad band, or rate pay as a result of previous or current state employment;




c.
any other conditions of employment such as lengthened probationary periods if applicable, career executive trial periods, supervisory training requirements, security clearances, pre-employment physicals, etc.;




d.
request for reasonable accommodations and related matters;




e.
potential conflicts of interest and resolutions thereof.


D.
Hiring Supervisor will contact the candidate selected, to make an employment offer.  If accepted, determine a mutually agreeable starting date and notify SHR.  If declined, notify SHR of the decline to discuss further selection options.

E. SHR staff will prepare appointment letter to the individual selected, for the 

State Human Resources Director’s signature.  SHR will also prepare and send letters to those not selected unless the Supervisor requests otherwise.

Attached is a Process Summary sheet to use as a guideline when names have been certified for a vacancy.

Attachment to P&P Bulletin No. 4.110

PROCESS SUMMARY

WHEN NAMES HAVE BEEN CERTIFIED, THE SUPERVISOR NEEDS TO:

      Prepare to Interview:

· Must contact all applicants certified to schedule interviews.  If they can’t be reached by phone you must write a letter and allow a minimum of 5 workdays for applicants to respond to letter.  Sample letter will be supplied in packet.  If letter should come back undeliverable, please send entire envelope to State Human Resources Office so we have a record that it was not deliverable.

· Must advise applicants, by phone or letter, that if they need assistance or accommodations to interview because of a disability we will provide reasonable accommodations.  Candidate’s responses should be noted and acted upon.

· Ask applicants to bring a current resume to the interview.

· Provide a copy of PD to all applicants prior to their scheduled interview.

· Create a balanced interview panel that reflects the composition of the candidate pool.  Each panel member should be knowledgeable about the job and be able to lend credible perspective in judging candidates.

· Develop interview questions, which are job related.

· At least 3 workdays before the first scheduled interview provide interview questions and the names and titles of persons on the interview panel to the State Human Resources Office.  Interview questions will be reviewed to assure job relatedness and eliminate possible bias and must be approved before interviews are held.

· When a position is underutilized for racial/ethnic minorities or women please contact Lynn Boodry prior to conducting interviews to discuss DMA’s EEO/AA policies and your responsibilities.

Interview:

· Provide applicants with job information sheet (provided with your packet when names are certified).

· Do not make a job offer.  (Never make a job offer until approved by Lynn Boodry)

Following Interviews or When Using a Previously Submitted Recommendation to Fill a Vacancy:

· After you have made a selection, complete the “Report of Action” column of the certification list.

· Do not make a job offer.
· Contact references – at least one reference needs to be a person in a supervisory capacity over the candidate being recommended for hire.

· Discuss your recommendation verbally with Lynn Boodry when position is underutilized for racial/ethnic minorities or women.  If not underutilized, go directly to next step.

· Submit your written recommendation to Lynn Boodry.  Include the following materials:

· Copies of all letters sent to applicants;

· The certification list with report of action column completed;

· Resumes;

· All interview notes;

· Completed reference audit form(s) – at least one reference audit with supervisor;

· Written summary justification describing the reasons for selecting the successful candidate over all others interviewed which includes rank of each candidate with written rationale; this memo must be endorsed (signed) by all interview panel members.

· Lynn will review your written justification and approve/deny your selection.  She will notify you when a job offer may be made.

· State Human Resources will prepare an appointment letter once a verbal offer is accepted and a start date is established.

· State Human Resources will prepare the “not select” letters to those individuals interviewed but not selected, unless you notify us that you’d prefer to prepare those, in which case you must submit copies to the State Human Resources Office.

