ADMINISTRATIVE MEMORANDUM #501

                                  FILLING VACANT POSITIONS

Nebraska Department of Education
                                                            November 2014        Page 2 of 7

NEBRASKA DEPARTMENT OF EDUCATION

ADMINISTRATIVE MEMORANDUM #501

ISSUED:  November 2014
TO:
Nebraska Department of Education Staff
FROM:
Matt Blomstedt, Commissioner of Education

SUBJECT:
FILLING VACANT POSITIONS
CONTACT:
For assistance contact Human Resources at 402-471-5027.

	PURPOSE: 
This document specifies the policy and procedures for creating a new position, restructuring an existing position, and filling a vacant position in the Nebraska Department of Education (NDE).  Managers are encouraged to contact Human Resources (HR) for additional technical assistance and support throughout the posting/hiring process. 


POLICY - When filling a position in the Nebraska Department of Education, consideration shall be given to the need to fill the position in order to carry out the required work, alternative ways to manage the workload, and related fiscal implications.  The policy applies to all applicants for all positions, including contract positions of six months or more and fixed-term positions, except as noted under “Exceptions” below.  NDE is an equal opportunity employer and prohibits discrimination on the basis of race, color, creed, age, sex, national origin, marital status, or disabling condition in conformity with applicable laws.  The Administrator of Human Resources is the contact for concerns for Section 504 (prohibits disability discrimination), Title IX (prohibits sex discrimination), and other laws and regulations regarding equal employment opportunities and rights.
DEFINITIONS –The following definitions apply:

Permanent position – A regular full-time or part-time position that is part of the NDE classification system and governed by the provisions of the NDE-NAPE/AFSCME Bargaining Agreement or the NDE Personnel Rules.

Contract position – A full-time or part-time position created pursuant to, and meeting the requirements of, Administrative Memorandum #110, Contracts, that establishes an employer/employee relationship.  Temporary workers, supplied through State Personnel’s Specialized Office Services (SOS) program, or an outside temporary agency, shall be considered contract positions for the purposes of this administrative memorandum.
Fixed-term position – A position which, due to the funding source, has a predetermined duration of employment that is designated at the time of hire, subject to the continuation and availability of funding.  Personnel in fixed-term positions may work on a full-time or part-time schedule and are subject to all of the terms of the NDE-NAPE/AFSCME Bargaining Agreement, except for the provisions of Article 16, and the NDE Personnel Rules with the exception of Chapter 12, Sections 004 through 009.
Professional/support designation (for the purpose of State Board approval) – Click here for a list of classifications by professional/support designation.  See also Final Hiring Decision on page 5.
EXCEPTIONS –Contract positions are exempt from Administrative Memo #501 policies and procedures if they meet one or more of the following conditions:   (See Administrative Memo #110)
· Contracts that do not establish an employer/employee relationship;

· Contracts for employment of less than six months duration; and 

· Contracts of six months or more duration that establish an employer/employee relationship if the method of procurement is non-competitive negotiation because only one individual can provide the service.
PROCEDURES  
Creating a New/Restructured Position

· The hiring manager (i.e., immediate supervisor), Leadership Council Member (LCM), or Commissioner’s designee must request a Position Description Questionnaire (PDQ) from HR.

· The hiring manager, LCM, or Commissioner’s designee will submit the completed PDQ to HR for review.

· HR will use the PDQ to determine the appropriate job classification and Fair Labor Standards

Act (FLSA) status.

· HR will notify the hiring manager, LCM, or Commissioner’s designee of the determinations and assign a position number so that a position description can be completed by the hiring manager.
· Once this process is complete the Personnel Requisition and the Position Description can be submitted to HR for approval to fill the position.
Approval to Fill a Position – The hiring manager will submit a completed Personnel Requisition and Position Description form via e-mail to HR.
Step 1:  
Personnel Requisition Form
· Position Type:  Positions must be posted at the same classification as the vacated position unless HR has conducted a job review for a new or restructured position.

· Salary Information:  The salary range is from the minimum to 33.3% into the paygrade.  
· Requests to post a position with a salary range above 33.3% into the paygrade must be submitted to HR in writing and approved by the Commissioner, Deputy Commissioner, or Chief of Staff prior to the position being posted.
· Salary offers above the posted range may be authorized for current NDE employees.  See “The Offer” section on page 6 for more information.

· Job Posting Length:  An application deadline must be selected.  See the Job Posting section for posting length requirements.  
· Application Materials:  A resume, cover letter, and/or transcripts may be requested in addition to the online application.  Supplemental questions will be added to all job postings, which all candidates are required to answer as part of the online application.  Prescreening questions are asked of all candidates and the hiring manager may submit additional questions.  These questions may be used instead of requesting a cover letter and are helpful in scoring the applications.

· Advertisements:  HR will advertise the open position as indicated on the Personnel Requisition.  In addition, the position will automatically be posted on governmentjobs.com and other resources available through State Personnel.  

· Personnel Requisition Approvals:    All requisitions must be approved by the appropriate Fiscal Representative, Leadership Council Member, Human Resources and the Deputy Commissioner or Designee.  Please list the appropriate fiscal representative for the team.   

· Application Review Panel:  The hiring manager may choose to have additional reviewers of the candidate applications.  This is not required.  
· Interview Panel:  The hiring manager must have an interview panel.  It must consist of at least one additional person and can include a person from another team or a person from outside of the agency.
· Rubric for Application Review:  All candidate applications must be scored using a rubric. HR can assist in developing the rubric and will approve the final version before the open position is posted.  When setting up the rubric note that Veteran’s Preference C candidates get 5% added to their total score for each scored step and Veteran’s Preference D candidates get 10% added to their total score for each scored step. (Example: Total possible points 40.  5% of 40 = 2 points.  Two points would be added to the total score of the candidate claiming Veteran’s Preference C.) Application Rubric Form
Step 2:  
Position Description-Template and Guidance
· The hiring manager or designee will complete the Position Description using the Classification Specification, Position Description Template, and Guidance.
· Purpose:  In a sentence or two, describe the overall purpose of the job.  Answer the question, “Why does this job exist?”

· Essential Functions:  An essential function is a major duty that is central to the job.  If an

essential function was removed it would alter the essence of the job.  Major functions of the job should be organized from most to least important.  They should be and written in present tense and start with an action verb.

· Minimum Qualifications:   Minimum qualification must match those on the classification specification; if qualifications above the minimum are necessary and appropriate for a position, they must be listed as preferred qualifications.

· Preferred Qualifications:   Include additional education, work experience, knowledge, skills and abilities that ideal candidates would possess above and beyond the minimum qualifications.  
Step 3:  Authorization

· Authorization to post/hire must be completed electronically through the Applicant Tracking System, Recruitment & Selection Center powered by NEOGOV (hereafter referred to as NEOGOV).
· HR will enter the Personnel Requisition and the Position Description into NEOGOV and release it to the Approvers.
· The Approvers will review the requisition details, select to Approve, Deny, Place on Hold, or Cancel the Requisition, and make appropriate comments.  The system automatically routes the Requisition to the next Approver and e-mail notifies them that their action is required.  
· The Requisition is routed through NEOGOV to the Approvers in the order listed below.  All actions in NEOGOV are date and time stamped and the approval history remains with the Requisition.
· Approval 1:  Financial Services – Financial Services will verify the availability of funds and Personal Services Limitation (PSL) for the maximum of the salary range listed on the posting.
· Approval 2:  Leadership Council Member – The LCM or Commissioner’s designee will review the Requisition to verify accuracy and completeness.  Comments should be made in the space provided as applicable.
· Approval 3:  Human Resources - HR will review the Requisition, make any edits necessary, and comment on the funding source for approval by the Deputy Commissioner or Designee.
· Approval 4:  Deputy Commissioner or Designee - The Deputy Commissioner or Designee will review the Requisition and will make the final decision to approve or deny it.
· Approval 5:  Human Resources – HR will conduct a final review, attach advertisements if requested, add supplemental questions, and approve for release to State Personnel for posting. 
Job Posting


Posting

· An open position covered by the NDE-NAPE/AFSCME Bargaining Agreement must be posted unless the position falls under the provisions of Article 11.1A1 through 11.1A8 of the agreement. 
· An open position covered by the NDE Personnel Rules is generally posted.  However, such positions may be created and filled at the discretion of the Commissioner or Deputy Commissioner without posting, when they consider such action necessary and appropriate.
· A fixed term position must be re-posted under the following conditions:
1. The one-year fixed term has been extended twice for a total of three years of employment, but continued renewal is not authorized by the Commissioner or Deputy Commissioner;

2. The one-year fixed term has been extended to the maximum five years as authorized by the Commissioner or Deputy Commissioner;
3. The multi-year fixed term (e.g., three years) is subsequently funded for another multi-year period and the Commissioner or Deputy Commissioner required the position to be posted; and,
4. There is substantial change to the job duties which causes the position to be reclassified.
· A fixed term position does not have to be re-posted if the position is transitioning from fixed term to permanent with no change to the job duties or classification.  

· Positions are considered posted the day they are listed on the statejobs.nebraska.gov website.

· Open positions must be posted for a minimum of ten (10) calendar days.  They may be posted internal-only, external, or internal-only moved to external for an additional ten (10) calendar days.

· Open positions that are re-posted within thirty (30) calendar days of the original closing date only have to be posted for a minimum of two (2) additional work days and do not require additional approvals.

· HR will notify by e-mail all NDE Staff of all external and internal postings.

· HR will notify employees on layoff, or any employees who transferred in lieu of layoff, when a vacancy occurs in a permanent or fixed-term position, pursuant to the NDE-NAPE/AFSCME Bargaining Agreement, Article 16, or the NDE Personnel Rules, Chapter 12, and give them the opportunity to exercise their transfer, recall, or re-employment rights.

Candidate Review, Interview, and Selection Process

Candidate Application

· Candidates must complete an online State of Nebraska Application for Employment at statejobs.nebraska.gov in order to be considered for any NDE position.
· Once an application has been electronically submitted a candidate can’t make any edits or changes to the application.


Acknowledgment

· Candidates will receive an instant acknowledgment of their application submittal as well as an e-mail confirmation from NEOGOV.

· Candidates can also log in to their application account and see the status of their application throughout the entire selection process.

Application Review in Recruitment & Selection Center-NEOGOV

· State Personnel will review the applications for minimum qualifications and move all candidates who meet the minimum qualifications to Referred status in NEOGOV.
· Hiring managers will receive an auto e-mail notification when candidates have been moved to the Referred step.  


· HR will review all Referred applications to ensure that the candidates meet the minimum qualifications and comment on any special circumstances (e.g., current or former employees, Veteran’s Preference).  

· HR will send an e-mail notification to the hiring manager and/or application review panel members that the applications are ready for review.  

· The hiring manager and/or application review panel members will review and score the applications based on the rubric that has been approved by HR and will enter the scores in NEOGOV or ask HR for assistance in entering scores. 
· Candidates must not be moved to the next Step until their scores are recorded and their Disposition has been changed to Pass or Fail in NEOGOV. 
· Passing candidates will be moved forward to the next Step based on the process agreed upon by HR and the hiring manager.



Interview Process

· HR will load the members of the interview panel into NEOGOV as Raters so their scores can be captured.  Being a Rater does not give the panel member access to NEOGOV; however, access to NEOGOV may be granted to NDE employees to review applications.
· Interview questions must be approved by HR and must be scored using a rubric.  (HR will provide assistance in selecting appropriate interview questions and setting up the scoring.) Interview Question Rubric Form
· Interviews may be scheduled by the hiring manager or candidates can electronically Self-Schedule their interviews.

· Self-Scheduling must be set up and administered by HR.

· The interview schedule must be sent to HR to enter into NEOGOV so the candidates can be assigned to their interview date and time.

· Once interviews are completed the hiring manager or designee will enter each interview panel member’s scores into NEOGOV so that the system can automatically tabulate the combined average score.  HR can assist with this process.

· Upon approval of the Commissioner, LCM, or Commissioner’s designee the Department may reimburse up to three of the best qualified applicants for travel, meal, and lodging expenses incurred in traveling to and from the interview.  The Department will follow the policies established for employee travel when determining the amounts to be reimbursed and will require the same documentation (see Administrative Memorandum #201, Employee Travel).

Hiring Procedures


Reference Checks

· Two professional references must be checked prior to any offers being extended.  If the candidate doesn’t have two previous employers to contact, or if the hiring manager is having difficulty reaching two previous employers, then the hiring manager must contact another professional reference provided by the candidate.
· No independent research of any applicant using social media web sites or any internet search engine may be conducted by any staff member that is not in HR.

· The hiring manager must complete the reference check form provided by HR.
· The candidate’s current employer must be contacted unless the candidate specifically requests no contact.
· If the candidate is a former NDE employee his/her previous immediate supervisor must be contacted for reference information.  If the immediate supervisor is no longer with the Agency then HR must be contacted.

· Completed reference check forms must be submitted to HR to become part of the background check file.

Final Hiring Decision

· No final hiring decisions may be made until all employees on layoff, or employees who have transferred in lieu of layoff, have had an opportunity to exercise their transfer, recall, or re-employment options as specified in approved layoff procedures.
· No final hiring decisions may be made on posted positions until the posting has closed and all candidates’ applications have been considered.  HR will e-mail the hiring manager once all final candidates have been Referred and screened for minimum qualifications.
· The hiring decision is the responsibility of the hiring manager.
· The State Board of Education, through the Personnel Report on its meeting agenda, grants final approval of the hiring of all professional staff, as provided in Section 79-318(3) R.R.S.  In accordance with Board policies, the Board approves contracts of $25,000 or more.  
· HR will submit the Personnel Report to the Commissioner requesting approval of the new hire(s) by the State Board of Education.  Following that approval, HR will advise the newly hired employee(s) of the approval.
· The hiring manager has final hiring authority for support staff positions.

The Offer

· HR must approve all job offers before they are extended by the hiring manager.

· The hiring manager will e-mail the offer details to HR, including the name of the candidate selected and the proposed salary.
· The Commissioner or Deputy Commissioner may authorize a higher salary than was identified in the posting in cases where it is determined that a current NDE employee selected to fill the position possesses superior or unique experience or qualifications that will provide added benefit to NDE in the job.  However, it is the LCM’s responsibility to ensure that there is sufficient funding and PSL to offer the higher salary to the NDE employee.  This provision does not apply to external hires and does not guarantee that the NDE employee will be offered a salary above the posted range.

· HR will review the offer to ensure compliance with all applicable federal and state regulations as well as NDE hiring and salary administration policies.

· Once the offer is approved by HR the hiring manager may extend the offer.
· The hiring manager must move the candidate to the Offer Pending step.  

· The candidate should be made aware that his/her employment or continued employment is contingent upon the successful completion of a criminal background check and approval by the State Board of Education, if applicable.
· Once the offer is accepted, the status under Offer Pending should be changed to Accepted.
· The hiring manager will then move the candidate to the Hired step in NEOGOV.
· The hiring manager must complete the Personnel Action Form, select HR as the Approval Group and select Pam Marker as the Approver.
· For contract positions, the hiring manager will prepare the contract, following the procedures outlined in Administrative Memorandum #110. 

Conclusion of the Hiring Process

Offer Letter

· HR will send an offer letter to confirm the offer details.  The letter will include the Background Screen Release of Information Form (unless already completed at the time of interview), which is to be returned to HR.
· Fixed-term positions require that the offer letter be signed by the candidate to acknowledge the terms of employment and then returned to HR.
· A copy of the offer letter will be placed in the new employee’s personnel file.

Background Check
· HR will conduct a criminal background check, which will include the following:

· Nebraska State Patrol, Nebraska Sex Offender Registry, Nebraska Health and Human Services Adult/Child Protective Services Central Registries, and Nebraska DMV.  Records from other states where the candidate has lived will be checked in addition.

· Candidates may begin employment before the background check is complete.

· HR will notify the hiring manager and the employee when the background check is complete.

Notifying Candidates Not Selected

· HR will send e-mail notifications to all candidates not selected for the position.  Candidates may be notified prior to the conclusion of the process if requested.
· Unless the highest scoring candidates are not selected for an interview or if interviewed are not selected for hire, it will not be necessary to provide specific reasons for not selecting the candidates because a scoring rubric was used and the scores are recorded in NEOGOV.  


Hiring Process Materials

· All application materials must be turned in to HR.  This includes rubrics for application review and interviews, reference check forms, and interview notes.
New Employee Orientation

Human Resources

· All permanent, fixed-term, employer/employee contract, and third party contract employees are required to meet with NDE HR for orientation within three days of beginning employment unless otherwise agreed upon by HR and the hiring manager.
· New employees who will be working at sites other than the Nebraska State Office Building (NSOB) in Lincoln will have their orientation conducted via phone or other electronic means unless otherwise agreed upon.

· The Form I-9, W-4, and Direct Deposit forms must be completed and turned in to HR on or before the new employee’s first day of work.    

· New employees who will be working at sites other the Nebraska State Office Building in Lincoln will complete the forms at their work sites in accordance with this schedule.

Hiring Manager
· The hiring manager will conduct a team/work group orientation, which must include the information provided on the Team Orientation Checklist provided by NDE HR.

· The checklist must be turned into NDE HR within 10 workdays to be placed in the employees personnel file.
Note: Take no action with the applications in the system at this point.








Note:  When reviewing candidates’ applications for minimum qualifications, relevant experience, and education information, only the formal application will be used. Information contained in a resume will not be considered in lieu of the formal application.  No independent research of any applicant using social media web sites or any internet search engine may be conducted by any staff member that is not in HR.











   Note:  The Steps in NEOGOV can be added or deleted as needed by HR.








Reminder - Do not move the candidate to the next step until the interview score has been recorded under the candidate’s Disposition.












