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1. To recruit and select the most qualified, suitable, highly effective employees in a timely manner. 
2. To comply with applicable state and federal equal employment and civil service related laws, statutes, regulations and guidelines and sound interviewing and selection practices.   

3. To provide fair and consistent access to jobs and promotional opportunities. 
4. To utilize selection processes that fairly assesses the capacity and fitness of applicants to perform specific duties. 
5. To provide consistent and equitable starting and promotional wages.

6. To maintain appropriate and sufficient documentation.




1. Benefits Eligible Positions:  Positions which are established to work 20 or more hours per week. 
2. Transfer:  Changing from one position to another position with a close similarity of duties, essentially the same basic qualifications and the same pay grade. (This does not apply to changes from unclassified to classified positions.)
3. Division Director: The position designated as fully responsible for a large or significant organizational unit, including funding.
4. Classified Positions:  Classified positions have protection under the Civil Service Act. An applicant for a classified position must meet the minimum requirements for the position to be certified as eligible for the position. From the certified list of eligible candidates, agencies select a group of candidates to interview for the position. If selected, the successful applicant is placed on the pay matrix in the pay grade that is assigned to the job class. Once a classified employee completes an original probationary period and attains permanent status, he or she has appeal rights to the Civil Service Board if disciplinary action is taken against them. 

5. Unclassified Positions:  Employees in unclassified positions, in most cases, are selected by the appointing authority and approved and appointed by the Governor. Employees in unclassified positions do not have appeal rights to the Civil Service Board and are considered to be "at will" employees. These employees are not placed on the pay matrix but are paid at a salary approved by the Governor. 



1. Vacancies:  Vacancies occur when a new position has been officially established or an employee officially separates from an existing position.  
A.  Resignations from the Adjutant General’s Department. 
(1) The employee completes and submits a “Notice of Resignation” form to management, preferably the immediate supervisor. 

(2) The immediate supervisor:
· Completes an “SHRO Transaction Request Form” (referred to as the Green Sheet), 

· Attaches the written resignation to it, 

· Obtains the Division Director’s signature and 

· Submits it to State Human Resources Office (SHRO).

B. Voluntary Transfers and Demotions
(1) The employee provides a written, signed statement to management, preferably the immediate supervisor, requesting the desired action.
(2) The immediate supervisor may approve or disapprove the request.  If approved, the supervisor:

· Completes a Green Sheet, 

· Attaches the employee’s signed transfer or demotion request, 

· Obtains the Division Director’s signature and 

· Submits it to SHRO for approval.

C. Employer initiated position separations: 
(1)  Competitive promotions, competitive or management initiated transfers, or competitive demotions require the internal hiring supervisor to complete and submit a Green Sheet to SHRO as described above.  
(2) Dismissal and Job Abandonment.  The immediate supervisor requests termination by completing a Green Sheet as described above accompanied by supporting documentation to the SHRO director.  The Adjutant General (or designee) is the only one with the authority to dismiss an employee and may do so after following the appropriate process.  
2.  Pre-Advertising:
A. 
Funding Verification. Funding is to be verified with the Comptroller’s Office or designated funding controller, even when replacing an existing position.  This is done in order to ensure that there continues to be adequate funding for the position as changes in budgets, use of Federal or State money or other payroll expenses could affect the availability of funding.  (A request to fill should only be submitted to SHRO after the verification of available funding.) 
B.  Position Description Review.
 (1) The immediate supervisor reviews the most recent position description to ensure it adequately reflects the work performed. 
(2)  If the duties have changed, the position description is rewritten and submitted to SHRO for review. 
a)  If the position is “classified” and it appears reallocation may be appropriate, additional information is gathered and a request for reallocation is submitted to the Division of Personnel Services.
b) 
If the position is “unclassified” and it appears a title change may be appropriate, additional information is gathered and submitted to SHRO for a title code determination.
(3)  In addition to job tasks, position descriptions should reflect: 
a) Job-related minimum qualifications
b) Desired qualifications and/or special knowledges, abilities, skills and/or personal characteristics,
c) Any specialized requirements, i.e. required licenses, types of security clearance, drug screens, physical abilities, etc., and 
d) Any post employment requirements, i.e. completion of required training or certifications within pre-established timelines. 
C.  Transfer Option.  
(1) With SHRO approval, worksites/program/units may post an internal transfer opportunity within a respective organizational unit.  This allows for the changing of shifts, work schedules, locations, job tasks, etc., among existing staff of the same job title.  After any transfers are approved, the position that is ultimately vacant will be formally advertised.  
(2)  When doing this, a written posting of a transfer opportunity is to be placed in a conspicuous place(s) and/or all eligible employees personally advised of the transfer opportunity.  
a) If posting, a deadline must be specified. 
b) If directly contacting all eligible employees, the supervisor or designee will either provide SHRO with a written statement verifying that all appropriate employees were contacted or list of those employees contacted with the dates and times of the contacts.  This is to be done prior to the approval of any transfer.
(3)  Management is not obligated to approve a transfer request.  

D.  Voluntary Demotion Option.  Occasionally, for personal and/or work related reasons (i.e. shift, work schedule, travel, etc.) an employee desires a demotion.  An employee must submit a written request to the supervisor.  The supervisor, with the approval of their chain of command and SHRO, may grant the request if it is believed to be in the best service of the agency.  If approved, the position vacated by the employee will be submitted for advertising.
E.  State of Kansas Classified Employee Preference Program. The State Employees Preference Program, K.A.R. 1-6-23, for classified positions will be followed prior to consideration of any other hiring options.  
3.  Initiating Advertising: Complete the “Green Sheet.” 
A. Select “Advertising.”  
B. Advertising options: Generally vacancies will be open to both internal and external applicants. However, if a sufficient number of suitable Adjutant General Department state employees and/or other state employees are anticipated, the advertising may be restricted.   

(1) *AG Dept. - Open to all present State employees of the Adjutant General’s Dept. only.
(2) *Statewide Internal – Open to all State employees.
(3) *Public – Open to anyone. (Select this option to be able to consider Guard members.)
(4)   Paid Ads (i.e., employment websites, newspapers, trades publications) – Designate specific advertising sources.  (The cost of ads is paid for by the respective worksite.) 
* Generally all job postings are placed on the State of Kansas website at no cost to the worksite.
C. Remarks: List any special qualifications or job perks in the “Remarks” section of the Green Sheet located towards the bottom of the form 
D. The Green Sheet is signed by the supervisor and the respective division director.  By signing, these individuals verify that the position description still adequately describes the position, the minimum qualifications as stated on the position description are accurate, that funding is still available for the position and there is money for any paid advertising desired.

E. The Green Sheet is then submitted to SHRO (with an AGO 503 form if paid advertising is desired).  In addition, a copy of the most current position description is to be submitted electronically to SHRO.  (This may be waived for worksites with multiple, identical positions if an electronic copy is already on file in SHRO.) 
 

4. Posting/Application Periods:
A. The minimum period for accepting applications is seven (7) calendar days.  A longer period may be requested or the application period may be “open continuously” and then closed at a future date without notice.
B. All internal vacancy lists distributed by SHRO must be posted in an area that can be viewed by all employees and/or distributed to all employees. 
C. Application periods may be extended or late applications accepted as determined by the supervisor and SHRO. 

5. Ads: 

A. If paid advertising is desired, the supervisor submits an AGO 503 form with the Green Sheet and SHRO will forward it to the State Comptroller’s Office.
B. The supervisor in collaboration with SHRO will determine the final placement of ads.  
C. SHRO will draft ads, forward them to the supervisor or designee for review and approval and submit them to the selected source(s).  All ads need to include special requirements, i.e. valid driver’s license, KBI and other security clearance checks, drug screens, etc.
D. SHRO or the advertising vendor(s) will provide specific cost information to the worksite.  
E. The cost is to be approved by an authorized worksite or program staff member prior to running an ad.  
6. Employee Preference Program: Vacancies in regular classified positions are subject to the Employee Preference Program (EPP) as outlined in K.A. R. 1-6-23.  Therefore, when a classified position is advertised there is the possibility that the position will be filled by an EPP individual without competition.  
7. Evaluation of Applications
A. Once the application deadline has passed, SHRO reviews application materials, checks for minimum qualifications and then notifies the supervisor of the number of qualified applicants including those with verified Veteran’s Preference*.
B.  Veteran’s Preference (VP):  K.S.A. 75-2955

(1) Classified positions: Per K.A.R. 1-6-21, any applicant applying for a regular classified position who meets the civil service minimum qualifications for the position and the State’s personnel definition of a “veteran” will be granted an interview unless the veteran was dismissed or did not resign in good standing from state service.
(2) Unclassified positions.  Although applicants for unclassified position are not covered under K.A.R. 1-6-21, the agency will attempt to meet the intent of veteran’s preference for unclassified vacancies.  Since many of our applicant pools include a significant number of qualified veterans, it would not be feasible or practical to interview every veteran.  Therefore, we will meet the intent by the following:

· Any applicant applying for an unclassified position who meets the minimum qualifications for the position and the State’s regulation definition of a “veteran” will be granted an interview as described above except in cases where it would not be feasible to interview every qualified veteran due to the number of qualified applicants who are veterans.  
· In those cases VP will be given to qualified veterans by adding bonus points to their screening scores.  Bonus points will equal 5% of the total number of points possible on the screening mechanism.  (Example: A 100 point screening mechanism would add 5 points to the veteran’s screening score.)  
· The agency reserves the right to not consider veterans who: a) have been previously interviewed and b) have unacceptable references and/or work history.

Note:  The hiring process will not be delayed waiting for receipt of DD-214s to verify VP.
8. Screening for Interviews:  If further screening is desired, SHRO and the immediate supervisor will develop a job related, written screening mechanism and screen candidates for interview.  SHRO will notify those applicants not selected for interview.

9. Selection Instruments - Interview Questions/Work Sampling Exercises, etc
A. Selection instruments may include ratings of training, experience, and other qualifications; written tests; performance tests; interviews; physical fitness tests; assessment center evaluations; medical examinations; or other selection procedures related to the work of the vacant position. For classified vacancies, the agency shall make all selection instruments, procedures, records, or other selection materials available to the Director of the State Division of Personnel Services upon request.
B. Interview questions and other selection instruments are to be drafted by the supervisor in the standard format (Appendix C), with assigned point values.  SHRO will provide assistance, sample questions and/or “A Guide to Interviewing” (Appendix B) upon request.  (See Appendix C for examples of behavioral and performance skill questions.)
C. The point values for each question are to reflect that question’s or series of questions overall value/importance to the respective job.
D. There are mandatory questions which supervisors are to include when drafting a set of questions. (Appendix C.)
E. Selection instruments are submitted to SHRO for review and approval prior to interviewing. Although not required, it is most helpful in evaluating responses to have the desired answers for each question in writing prior to interviewing.  
F. SHRO reviews the questions to ensure that there are no illegal or improper questions, that the correct minimum wage is quoted and that any less traditional selection instruments (i.e. work sampling) will be properly used.
G. Upon request SHRO will also review the selection instruments for job relatedness, compliance with legal standards, potential to distinguish the mo knowledgeable and/or desirable candidates from those least knowledgeable and/or desirable.
H. Applications will not be released to the supervisor until selection instruments are approved by SHRO.
I. If the interview questions are identical to those approved for the same position the previous time it was open, the supervisor may state in the Remarks section of the Green Sheet and not be required to submit another set of questions. 
Option: On an approved exception basis, a supervisor may opt to not assign point values or have the selection instrument reflective of items listed in B, C and G above.  In doing so the supervisor then accepts full responsibility for any repercussions that may occur.  

10. Interview Teams
A. The immediate supervisor provides the names of the team to SHRO.  
B. Generally, the interview team consists of three (3) interviewers who are at higher wage ranges than the position being filled.  All interviews must be conducted by the same team members.  Substitutions cannot be made once interviews have commenced.  If a team member is unable to complete all the interviews, his/her score sheets will not be used and the selection will be based on the scores and assessments of the remaining interviewers.

C. The chairperson of the interview team is the immediate supervisor.  
D. Other members of the interview team should, as much as possible, be reflective of the applicant pool and workforce with respect to gender, race, etc.
E. Interview team members may be individuals outside this agency, i.e. staff from other state agencies or community entities that work closely with the position being filled or are considered subject matter experts.
F. When internal applicants are in the interview pool it is recommended that one member of the team be an individual who is not part of the immediate organizational unit and who does not know or work with the applicants being interviewed.   
G. SHRO will assist in securing non-agency interview team members upon request.  

11. Interview Packets.  Once the candidates for interview are selected and interview questions finalized and approved, an interview packet will be provided to the supervisor.  The packet will contain all the necessary interview materials, including the applications of those to be interviewed and “Guide to Interviewing.”  
12. Scheduling Interviews
A. The immediate supervisor is responsible for selecting the dates and times of the interviews, securing a location and scheduling candidates.  Candidates should have at least a two (2) day notice of interview dates. 
B. When scheduling interviews, the following must be documented: dates and times of candidate contacts and attempted contacts, any messages left and by what means messages were left, i.e. answering machine or name of person taking message.  SHRO is to be notified of any candidate unable to be reached for interview.  If time permits the supervisor may send written notifications of the interview date and time.
C. When scheduling, candidates should be informed to arrive approximately 15-20 minutes prior to their scheduled interview time in order to sign forms, read the position description and organizational information and/or familiarize themselves with the interview questions. If work sampling exercises are being utilized, candidates should be advised as to how much earlier to arrive in order to ensure there is a reasonable amount of time to complete the exercises.

D. If a candidate cannot interview when originally scheduled and requests an alternative date and/or interview time, if at all possible the interview team should try and accommodate the candidate with at least one alternative time.  In circumstances where an alternate day and/or time are not possible, the supervisor should notify SHRO immediately.

E. If a candidate is late, calls the day of the interview requesting a reschedule or is a “no-show” and calls later to request another interview, the granting of another interview is at the discretion of the interview team.

F. Phone interviews are permissible.  SHRO must be notified in advance in order to advise on proper procedures.
.
13. Pre-Interview 

A. Interview Team:

(1) Interview team members are required to sign and abide by the Confidentiality Agreement. 
(2) Interviewers need to review each application prior to the interview to determine if there are any questions regarding the information, or lack thereof, in an individual’s application materials. Members should then request specific clarification from the candidate as opposed to making personal assumptions.  Interviewers should do this prior to the conclusion of the interview.
(3) Common areas of clarification include: reason for leaving previous positions, more thorough description of duties performed, breaks in work history, names of immediate supervisors and phone numbers, etc.
(4) Each interview team member will be provided a set of identical questions which contains space for documenting and scoring the content of the candidates’ responses.
(5) Interviewers are to familiarize themselves with the questions and determine by whom each question will be asked. To maintain a fair playing field, interviewers should adhere to the same rotation and ask the questions in the same manner throughout the interview process.
(6) When reviewing the questions prior to the first interview, there is a new question(s) the team wants to ask, they are to contact SHRO for approval.  If approved, the question(s) is to be asked to all applicants. 
B. Candidates:
Upon arrival, candidates are to:

(1) Sign a Release of Information form, Adjutant General’s Department-State Application Supplement, State of Kansas Tax Clearance Form,  Security Clearance Form (and any other forms required of that particular position); 
(2) Be given the position description and selected policies to read; and 
(3) Usually be given an applicant version of the interview questions which does not contain scoring information.  
Note: Candidates may make notes on their copy of the interview questions and take them into the interview.  

Upon completion of the interview, the questions must be returned to the interview team.
14. Interviews
A. Interviewers should make candidates feel at ease and make the interview more like a conversation than a rigid, verbal inquiry.
B. Team members should ask any questions they have over a candidate’s application materials.  Common questions may include: reasons for leaving previous positions, more thorough description of duties performed, breaks in work history, names of immediate supervisors and phone numbers, etc.
C. Interviewers should maintain eye contact with candidates throughout the entire interview so as to avoid candidates talking to the tops of heads. 
D. Interviews are to be conducted in a consistent and legal manner.  
E. Interview team members may ask follow-up questions to a candidate’s response in order to gain clarification of the response.
F. Interviewers need not document verbatim each applicant’s response but rather jot down enough of an answer to remember the content and essence of the response and to help assess the quality of responses consistently among the candidates.

15. Post Interview
A. Team members total their respective points on each candidate, rank order them and record them on the “Interviewer Ranking” ( referred to as the “Orange Sheet”) form and then discuss differences in rankings and points among the interviewers.
B. Selections should not be based on scores alone.  Other factors may include, but are not limited to: position related communication skills, work history, specific experience, specific education & training, reference check results, skills of existing staff, professional appearance/hygiene, etc.  
C. After those discussions the team decides which candidate(s) will have reference checks performed.  
D. The team may also decide on their top choices in rank order in case the top candidate’s references are not as favorable as desired.

16. Reference Checks Required
A. Employment reference checks are required to be completed on the top candidate(s). (See State Employee Reference Check form often referred to as a “Blue Sheet”) 
B. Only job references from a supervisor, someone in the management chain or a human resources office are acceptable.  Personal references and those from co-workers are not acceptable and should not be considered.  
C. Generally reference checks are done covering the previous 10 years, on jobs which are directly related to the work performed in the vacant position and for any State job held by a candidate.  
D. In cases where the supervisor is unable to obtain a pertinent reference after concerted efforts SHRO is to be contacted for possible alternative reference sources.  The attempts by the supervisor to obtain references should be recorded on a Blue Sheet and returned with the interview materials to SHRO.  If possible, SHRO will also attempt to secure the information and provide a report to the supervisor. 
E. If there are any difficulties obtaining a reference from a state agency, SHRO should be notified immediately.  SHRO will make the necessary contacts for the reference to be obtained.
F. After the reference checks are completed a final selection recommendation is made.
17. Selection Documentation
A. A Candidate Interview Record form (referred to as the “Yellow Sheet”) is then completed by the supervisor.  This form must accurately reflect the primary, distinguishing reason(s) for the selection or non-selection of each candidate, as well distinctions between candidates placed on an order of merit list.*
*  If desired, a notation (or an attached order of merit list) specifying the priority order of applicants may be included on the Yellow Sheet in case the first candidate does not accept the job or if additional vacancies are anticipated in the near future.
B. A Green Sheet is also completed on the selected candidate(s) and signed by the supervisor and the Division Director.  In doing so, they are taking responsibility that the reasons noted on the Yellow, Orange and Blue sheets are accurate and verifiable.
C. If the recommended wage rate is greater than the established minimum wage rate, a written justification for the higher rate must accompany the Green Sheet including a statement that there is adequate funding for the higher rate.
D. All forms, as well as all interview materials, are returned to SHRO.  
E. If a selection is not made from those interviewed contact SHRO for options.
18. Human Resource Review/Approval/Processing

A. SHRO will ensure all selection related materials are returned, agency policies and procedures followed, no nepotism issues need addressed, the requesting starting wage is correct and justified, and that appropriate reference checks were completed. 
B. If there are routine questions, omissions or other issues, SHRO will contact the chairperson of the interview team and/or other members of the team to attempt to resolve the concerns in an expeditious manner.
C. If there are issues with a wage rate, SHRO will call and discuss the issue with the Division Director or designee.  If an agreement is not reached, the issue is forwarded to The Adjutant General for a final decision.
D. Requested hire or promotional wage rates for unclassified appointments which are greater than those pre-approved by the Governor, must be submitted by SHRO to the Governor’s Office for approval.  
E. Once an appointment has been approved, SHRO will notify the supervisor to contact the candidate of choice.   Job offers (and wage rates above the established minimums) are not to be made until approval has been obtained.
19. Offering a Job
After receiving approval from SHRO, the supervisor will contact the candidate(s) of choice and given a conditional offer of employment, and if necessary, make arrangements to have the candidate complete the necessary paperwork and be fingerprinted for the appropriate security clearance for the position.  
1. Individuals selected for employment will be given a conditional offer of employment pending the results of their SAC/NAC.  

2. Results of the SAC/NAC.  Individuals who receive:

A. A ‘Favorable’ result and only need a SAC/NAC may begin work according to the information listed under “Starting Dates” below..
B. A ‘Favorable’ result and require a NACI will be given a tentative start date pending the results of their NACI.
C. A ‘Favorable’ result and require a Secret or higher level clearance will be given a tentative start date pending electronic submission of their background information on e-QIP. 

D. ‘Concerned’ result will be requested to provide additional information and/or documentation.

E. ‘Unfavorable’ results will have their conditional offers of employment or their potential association with the agency withdrawn.

20. Starting Dates
A. New hires to the State may begin work until on any day; however hiring the last few days of a pay period is discouraged.  

B. Present state employees moving to or from the same type of position with respect to benefits (i.e. 999-hour or position with benefits) and overtime eligibility (i.e. exempt/salaried or non-exempt/hourly), must start at the beginning of a workweek, preferably at the beginning of a pay period.

C. Present state employees moving to or from a different type of position with respect to benefits (i.e. 999-hour or position with benefits) and overtime eligibility (i.e. exempt/salaried or non-exempt/hourly), MUST start at the beginning of a pay period.
21. Post Job Offer

A. The supervisor will contact SHRO with the hire date and coordinate a time and date for the “signing in” process. 
B. SHRO will provide written notification to all non-selected candidates.
C. Announcement of the selected candidate(s) should not be made until notification of all non-selected candidates has occurred.
D. Note: If additional openings occur in the same position classification/job title after a selection has been completed, additional candidates may be hired from the previous set of interviews, if the selection occurs within 60 days of the closing date or last accepted application (whichever is longer).  The 60 day limit may be extended for the filling of unclassified positions but not to exceed 90 days unless there are compelling reasons and SHRO approves the request.
22. Summary of Supervisor’s Responsibilities:

A. The immediate supervisor (or designee) is responsible for:
(1) Submitting the Green Sheet for separations and recommended selections with any appropriate supporting documentation through the designated chain of command to SHRO.
(2) Submitting a current position description.
(3) Ensuring that adequate funding is still available through the designated chain of command.
(4) Drafting interview questions, work sampling exercises or any other desired selection instruments and submitting them to SHRO for approval.
(5) Assisting with the screening of applicants, if necessary.
(6) Securing an interview team.
(7) Selecting the location, dates and times of the interviews
(8) Scheduling candidates for interview.
(9) Conducting interviews. 
(10) Facilitating the discussion and selection recommendation.

(11) Performing post-interview reference checks on the top applicant(s).
(12) Making a recommendation for hire by completing the appropriate paperwork and returning all selection materials to SHRO through the designated chain of command for approval.
(13) Providing additional follow-up as requested by SHRO.
(14) After receiving approval from SHRO, making the job offer and setting a start date.

(15) Contacting SHRO with the starting and scheduling a “Signing In” time.
B. Supervisors not complying with this policy or choosing any of the designated options accepts full responsibility for any repercussions that may occur and may have greater restrictions placed on them for filling future vacancies.
23. Any exceptions to this policy and its procedures may be requested and approved by the Director of SHRO.  The merits of which will be taken on a case-by-case basis. 
EFFECTIVE DATE: 12/2006; Rev: 4/2010
OPR:  Director of SHRO
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