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6.1 POLICY. It is the policy of the City of Green Bay to recruit, select, evaluate, promote,
compensate, and retain employees on the basis of their ability to perform the duties
and responsibilities of the position without regard to political affiliation, race, color,
creed, religion, age, sex, sexual orientation, gender expression, gender identity, gender
non-conformity, transgender status, disability, national origin, genetic information,
ancestry, marital status, military service, arrest or conviction record, or any other basis
protected by state or federal law. The City will provide reasonable accommodation for
disabled applicants and employees who are otherwise qualified as long as such
accommodation does not create an undue hardship for the City.

It will be the responsibility of the Human Resources Director to administer these policies
under the direction of the Personnel Committee. In addition, it is the responsibility of all
management staff and governing committees to ensure that recruitment and selection
policies are consistently and impartially applied within their respective departments.

6.2 DEFINITIONS.

6.2.1 Transfer: A transfer is regarded as movement from one permanent City position
to any other permanent position within the City's table of organization and may
result in a higher salary range and increased level of job responsibilities.

6.2.2 Hiring Authority: The department head or designee directly responsible for
employing and establishing job duties of the vacant position.

6.2.3 Immediate Family: For purposes of this policy immediate family means spouse,
parent, stepparent, child, stepchild, foster child, sibling, guardian, parent-in-law,
grandchild, and grandparent or step grandparent.

6.3 RECRUITMENT. The recruitment will be tailored for the position to be filled and directed
to sources likely to yield qualified candidates. Applicants will be recruited from as broad
a geographic area as necessary to assure well-qualified candidates for the various types
of positions in City service with an attempt, within Affirmative Action guidelines, to
achieve a diverse and qualified work force. The City encourages the filling of positions
with personnel from the present work force.
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6.3.1

6.3.2

6.3.3

6.2.4

6.2.5

Notification. Human Resources will be notified immediately when a need to fill a
new or existing position exists. Vacancies open to all City employees must be
announced through Human Resources to ensure compliance with Labor
Agreements, Personnel Policies and the City's Affirmative Action Plan.

Position Needs Analysis. Prior to filling any vacancy, Human Resources will
review all functions of the vacant position, and present a recommendation to the
Personnel Committee and City Council for action. At the discretion of the Human
Resources Director, the recruitment process may begin prior to receiving
approval by the Personnel Committee and City Council however; the position
may not be filled prior to approval. Seasonal positions authorized through the
budget process are exempt from this process.

Changes to the reporting structure for the classifications of Deputy Director,
Assistant Director or Department Head must have the approval of the Personnel
Committee and City Council.

The Mayor and Personnel Committee Chairman may authorize emergency filling
of certain positions.

Job Announcement. A job announcement will include the job title or
classification, pay rate or range, summary of duties, qualifications required,
where to apply, and application deadline.

a. At the discretion of the Department Head and with Human Resources’
authorization, internal movement within the department may occur prior
to announcing a vacancy.

b. Where the job announcement is required by a Labor Agreement it will be
posted in accordance with such Agreement.

Continuous Recruitment. The Human Resources Director will determine the
need for continuous recruitment for positions in which there is a high degree of
turnover or for which it is particularly difficult to recruit qualified employees, and
will maintain lists of qualified candidates as appropriate.

Application Form. All applications for employment will be made on forms
prescribed by Human Resources which are in compliance with State and Federal
regulations regarding employment procedures.

6.3 DENIAL OF APPLICATIONS.
6.3.1 The Human Resources Director or designee may deny any applicant further
consideration in the selection process if the applicant:
a. Has knowingly falsified the application or practiced deception at any step
in the selection process.
b. Has been convicted of a crime which is related to the duties or
responsibilities of the position.
c. Is not within legal age limits prescribed for the position or for City
employment.
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d. Has an unsatisfactory employment record indicating the candidate is not
suitable for the position as evidenced by reference checks.

e. Does not meet the minimum requirements established for the position.

f. Is physically or mentally unable to perform the essential function(s) as
certified by competent medical authority through a pre-placement exam.

g. Does not reply to mail inquiry within ten 10 calendar days or does not
return a telephone inquiry within 2 working days.

h. Fails to accept appointment within 2 working days or to report for duty
within the time prescribed in the offer of employment.

i Does not properly complete the application.

6.4 APPLICANT SCREENING AND RANKING. Human Resources will conduct or authorize all
appropriate screening and ranking (testing) procedures based on job analysis and
professional personnel management principles to determine the candidates most
qualified for the position. Human Resources will confer with the hiring authority before
determining the appropriate procedures.

6.4.1 Screening and ranking procedures may include, but are not limited to, the
following:

a.  Written examination

b.  Oral examination

c.  Training and experience questionnaire to be rated by the Human Resources
Department or an appropriate panel

d. Performance tests (e.g., typing, data entry, etc.)

e.  Work simulations

f. Review of applications to determine compliance with minimum
qualifications

g.  Physical examinations including drug screen

h.  Background and reference inquiries

i Psychological evaluation

Criteria for selection will be based on, but not limited to, relevant work
experience, work performance, applicable education and/or training, required
skills, knowledge and abilities of the position, and other competencies as
deemed appropriate by the hiring authority and Human Resources. When two
or more employees are equally qualified with respect to the competencies
desired for the position and have demonstrated equal ability and skills through
past performance, seniority will prevail.

6.4.2 Confidentiality. All persons participating in the development and maintenance
of selection materials will exercise every precaution to insure the highest level of
integrity and security. Only the Human Resources Director or designee will
handle confidential selection materials.

6.4.3 Notification of Applicants. Each person submitting an application who was not
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selected to participate in the selection process will be given proper notice they
were not selected for the position by the Human Resources Department.

6.4.4 Notification of Final Interviewed Applicants. Each applicant interviewed and not
hired will be given proper notice from the hiring authority or Human Resources.

6.5 HIRING. Applicants selected for and interviewed in accordance with the selection
process will, whenever possible, be at least two more than the number of vacancies.
6.5.1 Rank. After review by Human Resources, the applications of the best qualified

candidates will be submitted to the hiring authority for consideration.

6.5.2 Appointment. The hiring authority will make the final selection and placement

to the position. First consideration will be given to the best qualified candidates
to fill the vacancy. If the hiring authority does not select one of the eligible
candidates, justification will be given to the Human Resources Director or
designee.
The notice of selection is to be made to the Human Resources Director, or
designee. The Human Resources Director or designee is also responsible for
issuing a written offer of employment outlining the start date, salary, applicable
fringe benefits and any other pertinent data. No offer will be made without the
approval of the Human Resources Director or designee.

6.6 ELIGIBILITY LISTS.

6.6.1 The City of Green Bay may establish eligibility lists to be used as it deems
appropriate in filling future City vacancies. A candidate may be removed from an
eligibility list if the candidate:

a. Receives a permanent appointment;

b. Files a written statement indicating unwillingness to accept appointment;
C. Declines 2 offers of employment;

d. Fails to respond to any official inquiry regarding availability;

e. Fails to report for a scheduled interview;

f. Is disqualified for any reason listed in Section 3 of this chapter.

6.7 TEMPORARY HIRING. Temporary appointments of no more than 6 months may be made
from applications on hand or temporary employment agencies. However, the Human
Resources Director may authorize the appointment of other qualified individuals. The
acceptance or refusal by an eligible candidate of a temporary appointment will not
affect the candidate's standing for a permanent position if one becomes available.
Temporary appointees who become regular City employees may receive service credit
from the initial day of employment.

Persons employed by the City under Federal or State manpower programs are

considered limited term employees unless specific action is taken to appoint such an

employee to a regular position after certification as eligible for such appointment by the

Human Resources Director.
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6.8

EXPENSES. Certain recruitment efforts may require the City to offer travel expenses to
candidates who are being interviewed. When this is necessary, the Human Resources
Director may authorize reimbursement for actual expenses incurred when supported by
invoice, receipt or other acceptable documentation. The cost for the travel expenses
will be the responsibility of the hiring department.

The Human Resources Director is authorized to offer moving expenses to Department
Head candidates in an amount up to $10,000. Human Resources will work in conjunction
with Purchasing when offering any moving expenses. A report will be provided to the
Personnel Committee of any authorized moving expenses. Moving expenses for any
other positions or requests in excess of $10,000 will require prior approval of the
Personnel Committee and City Council. The City will recover the reimbursed amount
from any employee who is terminated or voluntarily resigns during the first 18 months
of employment.

6.9 NEPOTISM. No member of the immediate family of an alderperson, citizen member of a
committee or commission, elected official, management personnel or other supervisor
may be hired or transferred into a department where a potential supervisor-
subordinate relationship would exist. A request for exemption from this section requires
Personnel Committee approval.

6.10 ADA COMPLIANCE.

6.10.1 The City re-affirms its commitment to comply with the regulations of the U.S.

Equal Employment Opportunity Commission implementing Title | of the

Americans with Disabilities Act of 1990, codified at 29 C.F.R. Part 1630.

Accordingly, the City assures the following:

a. The City will not discriminate on the basis of disability in its hiring or
employment practices.

b. The City will not ask a job applicant about the existence, nature or
severity of a disability. Applicants may be asked about their ability to
perform essential job functions. Medical examination or inquiries may be
made, but only after a conditional offer of employment is made and only
if required of all applicants for the position.

C. The City will make reasonable accommodation for the known physical or
cognitive limitations of a qualified applicant or employee with a disability
upon request unless the accommodation would cause an undue hardship
for the operation of the City’s business. If an applicant or an employee
requests a reasonable accommodation and the individual’s disability and
need for the accommodation are not readily apparent or otherwise
known, the City may ask the individual for information necessary to
determine if the individual has a disability-related need for the
accommodation.

d. The City will maintain employees’ medical records separate from
personnel files and keep them confidential.

e. The City will make an individualized assessment of whether a qualified

Recruitment and Selection 6-5 City of Green Bay Personnel Policies

Chapter 6 Reformatted: October, 2019



6.11

6.12

individual with a disability meets selection criteria for employment
decisions. To the extent the City’s selection criteria have the effect of
disqualifying an individual because of disability; those criteria will be job-
related and consistent with business necessity.

TRANSFER. The City encourages and recognizes the value of providing opportunities for
transfer from within and to improve the upward mobility potential for qualified City of
Green Bay employees. Reasonable efforts will be made to fill vacant positions from
within the City. Job announcements will be posted in areas that are accessible to all
employees. At the discretion of the City, outside recruiting sources will be used and
internal candidates may be considered simultaneously with outside candidates. This
policy is intended to provide equal opportunity to all employees and job applicants.

6.11.1 Regular full and part-time employees who are in good standing will be allowed to
seek a transfer.

6.11.2 Regular position vacancies will be posted City-wide for a minimum of 5 work
days. Eligible employees will be required to submit required application
materials to Human Resources by the date noted on the job announcement to
be considered for the position. As noted previously, the selection process will be
utilized to hire the best qualified individual for the position.

6.11.3 Transferring employees will retain their vacation and sick leave. A probationary
employee, who successfully attains a transfer, will serve out the balance of the
probationary period upon transfer to the new position.

TESTING POLICY.

6.12.1 Provisions. Human Resources is responsible for administering all employment
testing. If it is determined that an employee is qualified for the position and a
test is required, the employee will be tested. If a passing score is not achieved,
the candidate will not be given further consideration for the position. Re-testing
will be permitted every 90 days for employees with unsuccessful typing or data
entry scores. Typing, data entry and other test scores will remain valid for a
period of 5 years.

Other examples of tests administered for purposes of transfer may include
money counting, calculator skills, oral directions, data entry, basic math or other
general job skill testing.

6.12.2 Requirements. Minimum requirements are established by Human Resources
according to class specifications. A candidate may be required to demonstrate
minimum competency by successfully passing approved tests, background
checks and medical exams when required.
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