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Summary of Issue:

Following the May 10, 2023, Department Head meeting, the following policy update is recommended:

We aim to foster a culture that supports internal growth and movement (e.g. promotions, transfers, etc.). We are
recommending the following language be added to the personnel policy (Subd 6 Screening Process) so that all
qualified internal candidates will be invited for an interview, as well as all Veterans and the top 3 scoring qualified

finalists.

At a minimum, the top 3 scoring (qualified) finalists, all qualified Veterans as defined by MN Statute 197.447, and all
qualified internal candidates will be invited for an interview.

Alternatives, Options, Effects on Others/Comments:

Recommended Action/Motion:
Motion to amend the personnel policy as presented.

Financial Impact:

Is there a cost associated with this request? D Yes No
What is the total cost, with tax and shipping? $
Is this budgeted? [ ]ves ﬁNo Please Explain:

&

Legally binding agreements must have County Attorney approval prior to submission,



Subd. (6) Screening Process

(a) All applications will be reviewed and screened by the Human Resources Director or
designee for minimum qualifications. All candidates listed on the Minnesota Merit
System Register are deemed to meet minimum qualifications.

(b) The hiring Department Head or designee may review qualified applications for further
screening, if desired. The hiring Department Head or designee may request to view all
applications received for the position, regardless of qualifications.

(c) The Department Head will choose the candidates for interview, or will delegate this
responsibility to a supervisor in the department and/or to the HR Directge~"1 .y\se(“' e
(d) Applicants who have previously been interviewed and declined for a position within
the past 12 months of the interview date (deemed not the right match for the role or
organization), who have been backgrounded and received negative references, who
do not return calls or emails for screening or interviews, or who have no showed for
interviews may be unselected or not chosen as a finalist for interview if deemed
appropriate by the department head and HR Director.

Subd. (7) Interview

(a) The Human Resources Director or designee is responsible for coordination of
interviews. Best practices for interviews will be followed, as determined by legal
counsel, the County Administrator, and Human Resources Director.

(b) The interview teams for all positions will typically be comprised of a combination of
the supervisor(s), department head, and HR Director or designee. The panel should
include at least one employee of the county who has attended training on employment
law and best practices related to interviews. Upon request of the County
Administrator, County Board representative(s) or external subject matter experts
may be asked to participate in the interview portion of the hiring process if the
opening is for a Department Head position.

(c) Any candidate not receiving an interview will be notified in writing or via email. Ifa
candidate is interviewed, but not selected for the position, the Human Resources
Director or designee shall notify the candidate. The Human Resources Director or
designee shall be responsible for notification to the candidates.

Subd. (8) Conditional Job Offer

(a) The Human Resources Director or designee and the Department Head or designee will
review and evaluate the experience and qualifications of the applicants for a position
and may assign experience credit deemed reasonable. This will be the starting salary
proposed to the County Administrator for approval of the applicant.
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1 MINNESOTA STATUTES 2022 197.447

197.447 VETERAN, DEFINED.

The word "veteran" as used in Minnesota Statutes, except in sections 136F.28, 196.21, and 243.251,
means a citizen of the United States or a resident alien who has been separated under honorable conditions
from any branch of the armed forces of the United States after having served on active duty for 181
consecutive days or by reason of disability incurred while serving on active duty, or who has met the minimum
active duty requirement as defined by Code of Federal Regulations, title 38, section 3.12a, or who has active
military service certified under section 401, Public Law 95-202. The active military service must be certified
by the United States secretary of defense as active military service and a discharge under honorable conditions
must be issued by the secretary.

History: 1955 c4 s 1; 1967 c 22251, 1969¢ 27557, 1971 ¢ 24515, 1977 c 405 2, 1982 ¢ 511 s 33,
1984 c 46855 2, 1984 ¢ 6095 16; 1990 c 444 s 1, 1992 ¢ 4105 1; 1996 ¢ 305 art 1 s 53, 1997 c 7 art I s 89

Official Publication of the State of Minnesota
Revisor of Statutes



