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Policy Number:	(Policy Number)
Effective Date:	(Click here to enter a date)
Applies To:	Applies to all permanent non-Washington Management Service, non-executive, and non-represented employees of the (Agency Name).
Sources:	State rule – 357-16 Recruitment, Assessment, And Certification
State rule – 357-19-470 Re-employment candidates
State rule – 357-19-475 Re-employment after disability separation	
State law – RCW 41.04.007 Veteran defined
State law – RCW 41.04.010 Veterans’ scoring criteria status in examinations
State law – RCW 73.16.010 Preference for veterans and spouses


Approved by:	___________________________
	(Name of Agency Director), AGENCY DIRECTOR


Purpose - To describe the (Agency Name) processes to recruit, employ, and promote people with the greatest aptitude to assist in achieving the agency’s mission and who demonstrate the agency’s core competencies.


Definitions
Certification of Names – The (Agency Name) uses the centralized method of recruitment through the Department of Enterprise Services (DES) recruitment services. The agency and DES will work together to conduct recruitment activities. Applicants who meet the minimum qualifications form a candidate pool. The process we use to narrow down the names to the specific candidates that we refer for further consideration is called the certification of names.

Internal Promotional Candidate – An internal promotional candidate is any current (Agency Name) employee who has successfully completed a probationary period and is applying for a job with a higher salary range maximum than their current position’s range. The (Agency Name) will not limit who may apply for promotions within the agency by designating promotional units.

Transition Review Period – A six-month evaluation period that allows the employer and employee to determine whether a placement into a position as a layoff option or appointment to a position from a layoff list or the General Government Transition Pool (GGTP) is a good match (not required in all cases, refer to WAC 357-46-110 &115).

Policy Statement
The DES Recruitment Consultant (RC) and the (Agency Name) supervisor and manager will partner to objectively identify the skill and competency requirements for each position opening. After doing so, the DES RC will plan recruitment efforts that will provide the supervisor and manager with the maximum number of candidates that meet those requirements and competencies. From that point forward, the agency will employ the screening and assessment methods necessary to narrow down the number of candidates to those who best fulfill the skill and competency requirements for the position and work environment. At each step of the process, the number of candidates is expected to go down until the position is ultimately offered to the most successful candidate.

The (Agency Name) will use the State’s Online Recruiting System (OLRS) in order to gather a pool of applicants. The (Agency Name) will make every effort to source large numbers of qualified and diverse candidates for each vacant position, however, the agency may request supplemental lists of names from DES recruitment services to be certified in order to increase diversity in candidate pools for vacant positions.

The agency may use supplemental certification to add to the certified pool when the number of eligible candidates being certified is fewer than the total number of candidates eligible for certification and the employer’s approved affirmative action plan shows that a goal exists in the job category for the particular affected group and there are no individuals on the internal layoff list for the class who satisfy the competencies and other position requirements for the position. Supplemental certification may apply to eligible goal area candidates who meet the competencies and other position requirements and are members of the affected groups of persons with disabilities, Vietnam era veterans, disabled veterans or persons of age forty and over.

The (Agency Name) and DES will determine the screening methods that best evaluate a person's competencies to perform the duties and responsibilities of a job class or a position. Screening methods may include, but are not limited to, reviewing resumes, interviewing applicants, and developing supplemental questionnaires for applicants to provide additional information. The DES will refer any number of names that are requested for each recruitment.
Candidates who meet the skills and requirements of the job will be certified in the following order:
1) Internal layoff list candidates.
2) Internal promotional candidates.
3) If there are no names on the internal layoff list, the DES will certify all statewide layoff candidates who satisfy the competencies and other position requirements and may then certify other available eligible candidates.
4) When a certified pool contains eligible candidates other than layoff or internal promotional candidates the DES will certify transition pool candidates who satisfy the competencies and other position requirements. 

The (Agency Name) will consider all eligible candidates certified. 

The (Agency Name) may end consideration of an eligible applicant or candidate at any time during the assessment process for job-related reasons including, but not limited to, an applicant or candidate lacking required competencies or not satisfying other requirements such as shift or geographical availability. Those applicants or candidates removed from consideration for position specific reasons may remain eligible to be considered for other positions. The (Agency Name) may disqualify an individual by removing their name from an applicant or candidate pool maintained for a certain job class or job class series at anytime for good and sufficient reason. The (Agency Name) will notify the applicant or candidate at the time of the removal. The notice will be in writing and specify the reason for the removal. The notice must explain the right to request review of the removal under the provisions of WAC 357-16-170, 357-16-175, and 357-16-180. For purposes of this policy, written notice may be provided using alternative methods such as e-mail, campus mail, the state mail service or commercial parcel delivery in accordance with WAC 357-04-105.

Veterans
Eligible veterans certified to the agency through the recruitment services provided by DES will have received preference through the process of applying online. Veteran’s eligibility criteria are outlined in RCW 41.04.007. Preference will be granted in adding specific percentages to an eligible veteran’s passing score according to RCW 41.04.010.

Reasonable Accommodation 
Unless an accommodation results in undue hardship the (Agency Name) will provide accommodations for candidates to participate in all aspects of the recruitment and assessment processes. See the agency’s Reasonable Accommodation Policy and Procedure for more information. 

Recruitment and Certification Policy	Page 1
2016
