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a. Staffing

	Item to Review
	Expected Results

	Certification Form
	
· All approvals (budget, class, etc.) need to be indicated in the appropriate areas on the cert form and a copy of the form should be kept in the recruitment file.

· All cert forms need to be completed accurately and include whether the classification is delegated or not, whether the PD has changed or not, etc.

· All non-delegated transactions must be received and approved by DPM.  All the necessary approval documentation must be in the recruitment file.

· Cert forms or a centralized form with all approvals documented, needs to be included in each recruitment file and needs to include the required signatures.

· For those agencies using PIVS, copies of the PIVS approvals should be kept in the recruitment file.



	Position Description
	· All classifications that require the position to meet an exclusion (confidential, supervisory, management) must have the signed exclusion form attached to the PD in the recruitment file.

· All exclusion analysis forms must be signed by both the supervisor and HR and kept in the recruitment file.

· Only tasks and KSAs that are truly required upon appointment should be rated “Y” on a PD.  All tasks and KSAs that are rated “Y” on a PD must be measured in the selection process and identified on the exam plan.

· A copy of the org chart should be included with each PD.

· A current HIJC’d PD, or other adequate job analysis information, must be maintained in all recruitment files.  A HIJC’d PD is used to determine what is important about the job for use in creating the exam, job announcement, interview questions, and other screening materials.

· All task statements and KSAs need to be HIJC’d using a scale that will clearly indicate what is and is not necessary upon appointment.  DPM recommends using the HIJC scale as provided in WHRHC 168 (http://oser.state.wi.us/docview.asp?docid=1363).  The same HIJC scale system should be used for each recruitment.

· All PDs must include the required KSAs of the position.

· All PDs need to include a % breakdown for each goal statement on the PD and the total percentage for the PD should be 100%.

· Modifiers such as “in-depth”, “extensive”, and, “thorough” should be removed from KSA statements as revision are made to the PDs.

	Area of Competition (AOC)
	
· A copy of the AOC analysis should be made part of the recruitment file.


	Recruitment Activity Plan (RAP)
	· Underutilization must be documented correctly on all recruitments. 

· Recruitment files should include documentation on what, if any, advertising has been done, especially if the classification is underutilized.

· Recruitment files for classifications that are underutilized must have a completed and signed RAP form.  Forms should be reviewed and signed by the AA Officer (typed signatures are not acceptable).

	Job Announcement
	· Salary information in job announcements should be listed as a range with the minimum and appointment maximum or maximum amount the agency will pay.  This is directed in WHRHC 136, Job Announcements.

· Just as a reminder, if the salary range doesn’t include the actual minimum or go all the way to the maximum you are tied to what is listed and cannot pay below or above what is listed in the job announcement.

· When calculating salaries for job announcements the figures should not be rounded up or down.  You may drop anything beyond the decimal point but don’t round up or down.

· Reference the online Alphalist for the most up-to-date starting rate information per classification to avoid errors.

· All job announcements must include the pay range/schedule in the salary portion of the job announcement.  

· Adding information about the location of the job is helpful to applicants who are not familiar with the agency and is standard practice as suggested in WHRHC 136, Job Announcements.

· As directed in WHRHC 136, Job Announcements, only “Y” rated KSAs can be listed in the job announcement indicating to the applicant the knowledge, skills and/or abilities necessary at the time of appointment.

· If you use an existing Job announcement instead of copying it or creating a new one all the history for the original announcement is lost.  The Wisc.Jobs help desk includes instructions on copying job announcements and creating new ones.

· A copy of the ERS job announcement must be included in the recruitment file.

· A copy of the transfer announcement must be included in the recruitment file.

· ERS announcements are required for all classified vacant positions that are not filled internally (including service wide transfers and promotions).

· All Career Executive Job announcements must include instructions for current CEs on how to apply and this information should be listed in the HTA section of the Job announcement.

· DPM recommends that the HTA section of job announcements have as much instruction as possible to assist applicants.  There is template language on the Wisc.Jobs Help Desk.

· All announcements, other than project-project and ERS, need to be announced for a minimum of 10 days.

· All recruitment folders must include a copy of the correct job announcement.

	Exam Plan
	· Exam plans need to include the required 2 signatures.  One for the HR Specialist who is running the recruitment and one for the other HR Professional who reviews the recruitment materials.

· All task statements and KSAs that are rated “Y” on the HIJC PD must be accounted for on the exam plan.  Each “Y” task and KSA that is directly related to an exam dimension should be listed with the dimension on the exam plan.  Each task and KSA rated “Y” that are not directly related to an exam dimension need to be accounted for with a justification as to why they aren’t being included in the exam.  Acceptable justification for not testing a mandatory task and/or KSA could be “All other mandatory job content will be measured post certification (e.g., interview, secondary screen, etc.).

· Each “Y” rated task and/or KSA statement directly related to an exam dimension needs to be listed out individually on the exam plan.

· Only tasks and KSAs that are rated “Y” on the HIJC’d PD (mandatory job content) can be measured in the exam.

· Only task statements and KSAs that are related to that exam dimension, and are being measured in that exam question should be listed on the exam plan under that dimension.

· If a screening tool is being used, a copy of the benchmarks needs to be included in the recruitment file.

· A signed copy of the exam plan needs to be included in each recruitment file.   OR state:  
“This exam was used for several different recruitments with the same class title.”  There was probably an original file that included the required docs but every file needs to include all of the necessary documents.

· Exam plans must include all of the required information (classification title, agency, HR analyst signature, date, exam validation specialist signature, date, JAC, class code and exam extender, dimensions to be measured and the tasks and KSAs related to that dimension, any mandatory job content that is not being measured in the exam, exam method, rational for method selected, cert rule, and passing point).

· The recruitment folder needs to include the benchmark rating criteria that was used when reviewing resumes.

· Justification on any mandatory, minimum, or differently weighted questions should be documented on the Exam Plan.

	Exam
	· Avoid sole reliance on crude indicators of past achievements such as grades, degrees, job titles, years of experience, and salary progress.  Such indicators, taken in isolation, are minimally useful measures of achievement and accomplishment at best.  In general, do not assign scores based on crude factors, but rather the applicant information reflective of the content and relevance of past achievement and accomplishments for the job in question.  Benchmarks should not rely on crude indicators of achievement such as job titles, grade point average, awards or commendations, length of service, salary, promotions, etc.  Crude indicators do not add value in determining applicant qualifications.  For example, if an applicant indicated they had experience as an accountant for ten years, we do not have adequate information on what he or she did during the ten years.  Instead, we are looking for the observable behaviors or tasks that they have performed while in that position (e.g., completed training in Generally Accepted Accounting Principles, performed audits, etc.). Ask yourself what is important about a candidate that would have supervised that many staff – what observable tasks would they have performed by supervising that many staff?  

· Any items that are marked as mandatory or minimum requirements need to be communicated to the applicants beforehand, whether that be in the job announcement, exam, etc.

· To avoid the 20 minute timeout in Wisc.Jobs, DPM recommends that all exams be split into multiple pages.  T&E exams should have an introduction on page 1 then each question should be on its own page. All exams need to have at least two pages in order for the online process to work.

· Ambiguous words need to be defined for applicants and raters for consistency.  Examples of what would be considered “extensive, complex, high volume” etc. ensures the raters interpret the benchmarks in the same manner.

· By requesting specific information from applicants, the agency, rather than the applicant, dictates what information is presented for evaluation.  As a result, information critical to job success is less likely to be omitted by the applicant or overlooked by the review committee.

· The benchmarks need to measure what is asked in the question and the question needs to ask what is being measured in the benchmarks.  

· Measuring duration of employment isn’t an accurate way of rating an applicant’s experience.  Instead DPM recommends measuring experience with specific observable job related tasks.  

· If there are specific details that are being measured in a benchmark, these specifics need to be laid out in the question.  The questions should ask applicants to include experience with these specific things rather than asking for a broad, general description of their professional work experience.

· Make sure that benchmarks do not state “Candidates demonstrates knowledge in…..”  T&E exams should not be used to measure an applicant’s knowledge; rather they should be used to measure observable training and/or experience.

· Providing raters the ability to score an applicant within a range of scores (i.e., 1-3 points at the less than acceptable level, 4-6 points at the acceptable level, and 7-9 points at the more than acceptable level) accounts for more of the variation in experience/education that usually exists within the dimensions of the exam.

· Less Than Acceptable (LTA) Level Benchmarks should measure what training/experience an LTA candidate would have instead of focusing on what they don’t have.

· Introductions to questions are not required but highly recommended to help applicants understand the question better and why it’s being asked.

· Both the exam security agreement and job expert certificate for the exam creator and exam raters must be kept in the recruitment file.

· A copy of the exam and benchmarks that were used in the recruitment must be in the recruitment file.  Keep detailed notes on anything that is in the file that isn’t directly related to that particular recruitment. 

· If a screening tool is used a copy of the benchmarks need to be included in the recruitment file.

· The recruitment folder should include any benchmark rating criteria that was used when reviewing resumes.

In most cases resume screens are not appropriate.  When they are appropriate, the recruitment folder needs to include any benchmark rating criteria that was used when reviewing the resumes.
· For OIQ exams, each question should include only 1 task for the applicant to self-report.



	Scoring
	· Passing rates of minorities and/or females should not be the focus when adjusting passing points.  The passing point consensus (passing two of the three questions) is the main factor when determining the final passing point on a rated exam.  

· Be sure the entire passing point reliability tab is printed for the recruitment file for documentation of any passing point decisions.

· A copy of the adverse impact analysis form must be in each recruitment file.

· Only items that are truly mandatory for successful job performance should be identified as mandatory in the scoring criteria.  If an item is truly mandatory the applicants need to be notified ahead of time that it is mandatory that they pass that item to pass the exam.  

· All rated exam stats should be calculated using “Jack’s Spreadsheet” to ensure consistency and maintain validation.  


	Register
	· Documentation for all changes to a registrant’s status must be included in the recruitment file.

· Documentation for all registers needs to be included in the recruitment file.

	Close Out
	· Interview documentation such as the interview criteria, interview panel members, communication to applicants, needs to be kept securely in HR for the retention period.  This does not necessarily need to be with the recruitment file but it does need to be accessible to DPM when we come to audit.

· A copy of the selected candidate’s notification of selection should be kept in the recruitment file, along with a sample copy of a non-select letter.  If it’s not included in the recruitment file it does need to be accessible by DPM when we come to audit.

· At least one copy of any correspondence to applicants should be kept in the recruitment file or available for us to review at the time of an audit.





b. Classification


	Item to Review
	Expected Reviews

	
	

	Security of Applicant/ Employee Information
	· Access to information should be restricted to HR and kept locked. 
· Maintain a copy of the signed confidentiality agreement for any employee having access to applicant/employee personal information. 
· Ensure HR training includes the necessity for treatment of files confidentially.
· Applicant information should be kept/disposed of per records retention schedule.

	Reclassification Reallocation Requests
	
· The reclass files should include audit information (if any) and other background information (signed old/new PDs, org charts, comparative PDs, training/license documentation, justification for logical/gradual change, etc.).

· Approval letter must include logical and gradual change documentation, comparison to relevant class specs and comparison positions, consideration of regrade concerns, and notification to employee of appeal rights to WERC.  It does not have to be as long or detailed as a denial would be, but should include all these elements.

· Logs should identify the analyst who worked with the transaction and the current class (the one moving from) of the employee.

· Maintain a report or log of the agency classification transactions.  The report or log shall include the following information: 
a) Reclassification Actions – employee name, effective date, current class, requested class, disposition (approved, denied, or modified to) and analyst identification
b) Reallocation Actions for reasons only including ER 3.01(2) (e), (f), (g) (the correction of an error, a logical change in the duties and responsibilities, or a permanent change in the level of accountability such as that resulting from a reorganization when the change in level of accountability is the determinant factor for the change in classification) – employee name, effective date, current class, requested class, reason (e.g.  ER 3.01(2)(e)), disposition (approved, denied, or modified to) and analyst identification.

· The delegation agreement, #4, requires that “copies of all delegated agency reclassification or reallocation denials with appropriate documentation [request form, PDs, justification, denial letter(s), employee appeal letter, etc.] must be submitted to DPM.  A copy of any employee appeal letters will be sent to the DPM within 15 days of receipt.”

· Reclasses that cross broadbands “are not delegated unless (1) the position was formally downgraded for developmental purposes and formally announced as such, or (2) the position is part of a formally recognized progression series where reclassification results in movement between broadband pay ranges.”  

· WHRH Chapter 370 states:  Note: Whether an individual is placed on probation or not, incumbents must perform the duties and responsibilities that they were hired for or appointed to for a minimum of three months.  Therefore, nine months from the date the incumbent was appointed to the position is the absolute earliest date that any incumbent can be regarded.  This should be a rare occurrence, and the supervisor must provide documentation stating why this is appropriate (e.g., the incumbent had relevant prior education or work experience).

· The reclass file should include audit information (if any) and other background information (signed old/new PDs, org charts, comparative PDs, training/license documentation, justification for logical/gradual change, etc.).

· Confidential classes are not delegated to the agency; therefore #6 in the delegation agreement should govern:  “Classification transactions not delegated to the agency must be submitted to DPM with a recommendation and supporting rationale for approval, denial, or modification from the appointing authority to which DPM has extended delegation in accordance with ER 3.02(2), Wis. Admin. Code.”

· If a non-delegated decision is made to deny a reclass request, the denial should go directly to the requester (employee, supervisor) with appeal rights to DPM stated in the denial letter.  DPM must receive a copy of the denial materials to be ready if the denial is appealed to DPM.  Approval recommendations must come to DPM before going to the requester.


	Certification Requests
	
· DPM recommends that in the case of Replace, Same or Change duties, the old PD and new PD be attached to the cert form. 

Ensure the signatures on the cert request forms are dated as well as signed.

	LTE Requests
	
· Ensure that all the fields on the forms are filled out correctly and completely.

· If an agency is using a Form that is not an DPM form, all of the fields on the DPM form must be included.


	Position Descriptions & P-Files
	· DPM strongly recommends that any time the p-file is pulled for any reason, it should be examined to ensure all the necessary documents are complete, up-to-date and in the file.  Those with old PDs (more than 5 years old) and no new PE forms or other missing documentation (FLSA approval, EAF forms, missing pages etc.) should be flagged and followed up on.

· A copy of the org chart should be included with each PD.

· All PDs must include the required KSAs of the position.

· Supervisor level needs to be checked on the PD cover sheets and the date the duties were begun should be filled in (box 12).

· The supervisory exclusion analysis must be provided by the positions’ supervisor and reviewed by the agency central office human resources representative for both filled and vacant positions and must be submitted as part of any PD for a position performing supervisory responsibilities.  The same holds true for any position that must meet management per the specification or is in 81-02 or 81-01 since to be a Career Executive the position must meet the management exclusion.

· Typically a position which spends less than 20 percent of its time on supervisory activities would not meet the supervisory exemption, and positions which perform work of the same type as that performed by the employees supervised has only a remote possibility of being a supervisor.

· DPM recommends that all Exclusion Analysis Forms (EAF) identified be reviewed and verify the position meets the definition.

· #6 in the delegation agreement should govern:  “Classification transactions not delegated to the agency must be submitted to OSER with a recommendation and supporting rationale for approval, denial, or modification from the appointing authority to which OSER has extended delegation in accordance with ER 3.02(2), Wis. Admin. Code.”

· PDs need to be signed by the employee, supervisor, and Personnel Manager.

· All p-files need to include a signed and dated copy of the PD including original and all interim PDs up to and including the current PD.

· Having a large percentage for one Goal can make it difficult to classify a position because each task is probably not equal in time or value.  Training recommends no more than 40% per goal.


	Employee and Supervisor Manuals
	· DPM recommends written procedures for submitting a reclass be identified in the employee manual or work rules.  If an employee manual/work rules does not specify that reclass requests must be submitted in writing, the WERC will use a verbal request from the employee as the basis for establishing the reclass effective date.  

	POS and FLSA
	
· Any employee that has received approval from DPM to be changed to Exempt, or Nonexempt must have the DPM approval (memo, email) attached or at least in the file.  WHRH Chapter 520.060 1. States:
      “e. Exceptions to the typical categorization of employees can and should be made based on the duties and responsibilities of individual employees. All exceptions must be approved in writing with documentation maintained in the employee’s personnel file. 
      1) Exceptions for classified employees may be recommended by the appropriate appointing authority to the Administrator, Division of Merit Recruitment and Selection (DMRS). The DMRS Administrator may approve or reject such recommendations based on the provisions contained in this chapter or may delegate authority in writing to agency heads to grant exceptions.”

· Only classifications that are listed in WHRH Chapter 680, Protective Occupation Status for State Employees, may be assigned as POS unless there has been formal approval granted from DPM for those positions.  Typically, the error is a typo in the payroll information that must be corrected. 


	Performance Evaluations 
	· Ensure that the complete performance evaluation form are done and placed in the file on an annual basis with the PDs updated, initialed, and dated.

· DPM recommends that HR notify Supervisors that performance evaluations must be completed on an annual basis and have a tracking mechanism in place to track completion.

· Performance Evaluation Program (forms, instructions, training, etc. as described in WHRH Chapter 460) needs to be sent to DPM for approval and implementation.  
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