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Objectives of this Training

* The “HR” Standards

—Job (Task) Analysis

—Job Descriptions
—Classification Plan

—Position Management System
—Organizational Chart

Hiring Standards

—Equal Opportunity

—Hiring Process
Benefit Programs
—EAP

—Wellness Program @

Do | Need to Work with My HR Department on These??
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What are the “HR” Standards?

« Chapter 21
—21.1.1: Job Analysis
—21.2.1: Classification Plan
—21.2.2: Job Description Maintenance
—21.2.3: Position Management System
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What are the “Hiring” Standards?

* Chapter 31
—31.2.3: Equal Opportunity
—Americans with Disabilities Act
—31.3.1: Job Announcements

—31.3.2: Notification Expectations

—31.3.3: Maintaining Applicant Contact ARE
—31.4.1: Selection Process

—31.4.2: Job Relatedness

—31.4.3: Uniform Administration

—31.4.4: Candidate Information » i

—31.4.5: Notification of Ineligibility

—31.4.6: Records

: Selection Criteria
: Sworn Appointment Requirements

What are the “Employee Wellness” Standards?

« Chapter 22 - Personnel
Management System
—22.1.7: Employee Assistance

Program
—22.2.2: General Health &
Wellness

—22.2.3: Fitness & Wellness
Program




Where do We Start?

1.Job Analysis
—Why?

* Foundation for ALL of the Human Resource and Hiring Standards

Job analysis |:> Job Description |:> Classification Plan / Position

Management
Hiring & EEO & ADA @
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Chapter 21 — Introduction

The results of a successful job analysis will provide the foundation for a
wide variety of personnel, administration, and management functions.
These functions include developing job descriptions, establishing a job
classification and compensation plan, providing a job-related focus for
developing and implementing recruitment strategies, developing and
validating hiring and promotion procedures, establishing spans of
control, determining training requirements, and evaluating employee
performance. Furthermore, the comprehensive, objective data generated
by job analysis can provide strong evidence in legal and other
proceedings when the fairness of hiring and promotion programs is
examined. @

(0000} Job fnalys
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Job Analysis: A systematic, structured process for dissecting a job into its
basic parts. A job analysis identified the important or essential elements of a
job, the key work behaviors, and the knowledge, skills and abilities required
for these work behaviors.
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So, How Do We Do It?

* Preliminary Information
—All Classes of Employees
*What are employee classes? /
 Analysis Process O /
—ldentify/Define work behaviors
*Observation . ‘ 9
*Interviews E

*Questionnaires \

« Content analysis vz A

—ldentify/Define Knowledge, Skills and
Abilities (KSA)

* Final Results

o\
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* Task Identification

identifying the tasks necessary for different jobs

« Task Prioritization - ranking the tasks for each specific job in order of importance

* Competency Assessment (KSA for perform effectively) - This is where you can
determine the specific skills, ab s, and knowledge required to perform the tasks
effectively.

* Documentation
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Why should you conduct a job task analysis?

What is a job task analysis?

A job task analysis evaluates a job, rather than the person doing the job, to
understand the larger work responsibilities associated with each position. This
data-driven process seeks to develop on overview of the knowledge, job tasks,

and responsibilities that an employee must master to be successful in a specific

o)

role.
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Why should you conduct a job task analysis?

Why should you do a job task
analysis?

A job task analysis serves many purposes. From improving your job descriptions
—

to creating fair opportunities for advancement and promotion, c job task analysis

2]

provides the foundation for a great employee experience,

14

What is the benefit to conducting a job task analysis?

How to conduct @ + entity and imervien susject
Bitcel ana|ysis matter axperts (SME)
[ . iri
i X Sk Improves your hiring
process

+ Listtheknewn duties of the sola . L.
* Promotion decisions

Y — « Creote questicnnoires for
- — S * Set performance
Ga= standards
+ Intarview mecific workees -
— * Discipline

+ Dafine 105ks ond responaiiftios

— + Varty your findirgs wah curment

omployses

V" vervoe « Finaiza the job task enciysis '@

* Legal Defensibility
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* What are job descriptions?

* Why do we need job
descriptions?

* What happens if we don’t
have updated,
comprehensive job
descriptions?

* How to write job descriptions

Job Descriptions

@

B
J0B DESCRITIONS

3 2 8a
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Job Description

Definition

A official written sistement settng forth e duties

po zof 3 job saibs. bnowiedge.

¥ 1o periorm

2]
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* This | has been d

Chapter 1 — Law Enforcement Role & Authority (Introduction)

loped to provide latitude for agencies in the

ndeperdentsesie

implementation of various categorical areas of sworn personnel; however, it is
imperative to understand both initial and in-service training for all sworn
personnel must be the same, unless the agency has developed and applies job
descriptions and job task analyses to define the differences in the positions.
When the latter is applied, training must complement the responsibilities
identified in the job descriptions and job task analyses. Additionally,
functional limitations for each position must be identified and made clear

through written directivei fir ﬁffected ﬁersonnel.

The jo analysis sheuld pouce indosmation sbot the emloyee class Tk b speclic. shiecsve, comerehensive, and, mees imgertatly, serifisble by @
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Why are job descriptions important?

* According to Indeed, A job description summarizes the essential
responsibilities, activities, qualifications and skills for a role. Also known as a
JD, this document describes the type of work performed.

« An effective job description will provide enough detail for the candidates to
determine if they are qualified for the position.

According to Indeed, 52% of job seekers say the quality of a job description is
very or extremely influential on their decision to apply for a job.

{7

Despite the fact that we are in the public sector, this is still )
important!

19
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Job Description - Cautions

* STOP the “tough love”
—If they want the job they should know
—We shouldn’t have to work this hard to
recruit
—They either want the job or they don’t
—It’s a calling
—Blah, blah, blah

You ARE COMPETING for these
candidates with both the private
sector and other public sector entities @

20

Job Description Cautions

* Their motivation may be different than
yours
—Your motivation was different than the
generation before
—STOP trying to hold them to your
standards re: motivation and “why”
they want to do the job
—1 DO NOT WANT TO HEAR “1 don’t know
how to communicate/work with this

generation”
* UNACCEPTABLE EXCUSE

*FIGURE IT OUT @

21



What does a job description do for your Department?

* Attracts the right candidates

* Sets expectations for the position

« Allows candidates to prepare for the interview
* It’s your first impression to the candidate

* Helps the right candidates focus their search
with necessary information

9/11/24

* Provides an k line for employ
performance
What should be included?
* Job Title

* Job Summary

* Responsibilities & Duties

* Qualifications and Skills
—Must Haves
—Nice-to-Haves
—ESSENTIAL FUNCTIONS

« Salary & Benefits*

« EEO Statement '\

* ADA Statement For the accreditation process, these will likely be
moved to the Job Announcement (CALEA 31.3.1)

23

What should be included?

1 Looking at Private Sector Examples
* Department/C y Mission St
* Time
* Location

* Working Conditions

* Call to Action — APPLY TODAY!
—Include deadlines

* Disclaimers

There are some great examples in the private sector that we can all learn
from. Don’t discount an idea simply because its private sector — we are
competing for the same candidates. LOOK OUTSIDE YOUR OWN OPEATIONS.

o)
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What should be included?
Looking at Private Sector Examples
Salary & Benefits
* Non-financial perks and benefits?
—Health Insurance
—Wellness Plan

—Retirement

—Childcare and Parental Leave Options
—Vacation and PTO Policies
* Company Culture?

* 250-500 Words (According to Builtin.com top performing descriptions = 457)

9/11/24

Watch for typos!! @

25
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Classification Plan

* What is a classification
plan?

* Why is it important?

* How do we conduct a
classification plan?

27




Class: A grouping of jobs for which duties, responsibilities, qualifications, and
conditions of employment are sufficiently alike to justify the same treatment with
respect to personnel practices

Class SEecification: An official or guideline about the g | duties,
responsibilities, and qualifications involved in the kinds of jobs included in the
same class.

9/11/24
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Classification Plan

21

(/A DO 0 Classification Pan
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In Order to Complete the Classification Plan

JoB * We need to complete
 CLASSIFICATION the job task analysis.

* We need job
descriptions

1
5

30

10
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Why do we need a Classification Plan?

* Fair Labor Standards Act What to include in a Classification Plan
(FLSA) Considerations * Employee Categories

* Job Descriptions

+ Employment Status

+ Employee Benefits

* Work Hours/Schedules

—Legal Compliance
* Employment types

—Business efficiency

* Exempt vs. Non-Exempt « Compensation & Pay Structure
Employees * Performance Evaluations
—Employee Protections * Training & Development

* Classification Reviews
+ Compliance/Legal Considerations

5]

31

Position Management System

* What is a position management system?

* What is the point of a position management system?

* Why do we need a position management system?

32

Position: The duties and responsibilities, or work, to one ploy A
position may be filled or vacant. For the purposes of comparison, a patrol officer
assigned as a court officer would occupy a “position.” Patrol officer would be the “job.”

A position may have functional responsibility for a single task, e.g., court officer, patrol
officer, crime prevention officer, or over several combined tasks, e.g., administrative
lieutenant responsible for planning, budget, staff inspections, and internal affairs.

33
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How does Position Management Work?

. Workforce Allocation

Define Budget and Roles M paycom
Defining Positions and Requirements

Create Talent Engagement Standards

Forecasting the Right Number

Create a Standardized Promotion Cycle

No vuewNe

Ongoing Monitoring and Analysis

9/11/24
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Organizational Chart

11.1.1 (LET)
{14 M M M) (LET) Descripsion of Digasizatkon

al stiucture and fusctiens. s depicted gaphically on an aigantzanonsl chart hat © (ovkwed snd

he publo

the agenc

Awvitren diect

wpdaned as nee

Sryamtatioa Chart Why are Organizational Charts Important?
* Visual Representation
2 * Role Clarity
i ] i L ] * Communication / Chain of Command
i * Decision Making
19 9 9 3 * Resource Allocation

P U - @
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Equal Opportunity

What doe Equal Opportunity
Mean?

Why is it important?

36

12



Equal Opportunity Plan - Definition

Equal Employment Opportunity

The promasion of equitable for canditions of employment 1o sl essployeet regmdless of race. creed, colos, age,
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REMEMBER...It's a PLAN*

Plan

Dacumented igentification of methods 10 schieve desieable gouls e condtions

39
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@ U.S. Equal Employment
Opportunity Commission

Employees & Job Applicants

9/11/24
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U.S. Equal Employment
Opportunity Commission

“Know Your Rights: Workplace Discrimination
is Illegal” Poster

*UPDATED June 27, 2023 to include Pregnant Workers Fairness Act

* The law requires covered employers to post the “Know Your Rights”
poster. Be sure its in an area where affected employees can review it.

* EEOC doesn’t supply the posters — don’t wait on them

2]
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What does your plan need?

* So..What’s your plan?

* What is an Equal Opportunity Plan?

42
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What does your plan need?

* (1) a strongly worded statement from the agency's CEO that it is agency policy to
ensure that all individuals be given equal opportunity for employment, regardless of
race, sex, creed, color, age, religion, national origin, or physical impairment;

* (2) a procedure for filing complaints relating to EEO; and

* (3) specific action steps that the agency should take to ensure equal employment
opportunity is a reality, such as advertising as an "equal opportunity employer" or
providing applications or testing processes at decentralized, easily accessible
locations.

* The policies relating to harassment in the workplace may also be incorporated e
agency's overall EEO effort. L

9/11/24
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Where does this information fit in?

SWORN OFFICER SELECTION
Appications Received: ncuded the tots) rumber of applicasons recened duorng
o

Seares Heod Inchadis 1o rumbir of sppbeants thit wers hirad dusing th

Sedecticn
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Americans with Disabilities Act

The Americans with Disabilities Act (ADA) is a federal civil rights law that prohibits
discrimination against people with disabilities in everyday activities. The ADA
prohibits discrimination on the basis of disability just as other civil rights laws
prohibit discrimination on the basis of race, color, sex, national origin, age, and
religi The ADA g ees that people with disabilities have the same
opportunities as everyone else to enjoy employment opportunities, purchase
goods and services, and participate in state and local government programs.

5]

45
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Americans with Disabilities Act

The ADA directs that the definition of disability is construed broadly, in favor of extensive
coverage, to the maximum extent permitted by the law. Nonetheless, not everyone with a
medical condition is protected from disability discrimination. Under the law, a person has a
disability if the person:

+ Has a physical or mental condition that substantially limits a major life activity (such as
walking, talking, seeing, hearing, or learning, or operation of a major bodily function,
such as brain, musculoskeletal, respiratory, circulatory, or endocrine function).

Has a history of a disability.

Is subject to an adverse employment action because of a physical or mental impairment
the individual actually has or is perceived to have, except if it is transitory (lasting or
expected to last six months or less) and minor.

A medical condition does not need to be long-term, permanent, or severe to be substantjs
limiting. Also, if symptoms come and go, what matters is how limiting the symptoms aj
when they are active. )

9/11/24
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Americans with Disabilities Act

Substantially limits is interpreted broadly and is not meant to be a demanding
standard. But not every condition will meet this standard. An example of a
condition that is not substantially limiting is a mild allergy to pollen.

Major life activities are the kind of activities that you do every day, including your
body’s own internal processes. There are many major life activities in addition to
the examples listed here. Some examples include:

*Actions like eating, sleeping, speaking, and breathing

M ts like walking, ding, lifting, and bendi

*Cognitive functions like thinking and concentrating

*Sensory functions like seeing and hearing

*Tasks like working, reading, learning, and communicating

*The operation of major bodily functions like circulation, reproduction, ang@

individual organs

47

Americans with Disabilities Act

General requirement: Employers must provide people with disabilities an equal
opportunity to benefit from the employment-related opportunities available to
others. This includes things like recruitment, hiring, promotions, training, pay,
and social activities.

48
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Americans with Disabilities Act

Reasonable Accommodation: When job applicants or employees request job
modifications, the disability laws require employers in the private, federal, and
state and local government sectors to provide reasonable accommodations
(changes to the ways things are usually done) to employees and job applicants
who have or had an impairment that substantially limits a major life activity,
unless doing so would cause undue hardship for the employer. A reasonable
accommodation can help a person with a disability apply for a job, perform the
duties of a job, or enjoy the benefits and privileges of employment.

@
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Americans with Disabilities Act

+ An employer doesn't have to provide an accommodation if doing so would cause
undue hardship to the business. Undue hardship means that the
accommodation would be too difficult or too expensive to provide, in light of
the employer's size, financial resources, and the needs of the business.

+ An employer may not refuse to provide an accommodation, however, just
because it involves some cost. An employer does not have to provide the

ion the ployee or job li wants, as long as it provides an
effective reasonable accommodation. If more than one accommodation
effectively meets the disability-related needs, the employer may choose which

one to provide

50

Americans with Disabilities Act
Q. Does the ADA require that an applicant or employee with a disability be
qualified for the position?
A. Yes. The ADA defines qualified to mean a person who meets legitimate skill,
experience, education, or other requirements of an employment position that s/he
holds or seeks, and who can perform the essential functions of the position with or
without reasonable accommodation. Requiring the ability to perform "essential"
functions assures that an individual with a disability will not be considered
unqualified simply because of inability to perform marginal or incidental job
functions. If the individual is qualified to perform essential job functions except for
limitations caused by a disability, the employer must consider whether the individual
could perform these functions with a reasonable accommodation. If a written job
description has been prepared in advance of advertising or interviewing applicants
for a job, this will be considered as evidence, although not conclusive evidenc
the essential functions of the job.

51
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Recruiting & Selection

52

CALEA Chapter 31 Introduction

« Identify and ploy the best didate, not just elimi the least qualified
« Better candidate lead to lower employee turnover, fewer discinplinary issues,
better morale, better community relations and more effective and efficient
services.
« Selection activities are based on the exp ion of employe the principles of
your Equal Opportunity Plan

* The goal is to achieve a workforce that is representative of the workforce in the
service area.

* Your Recruitment Plan will include proactive steps to encourage members of
identified groups to join your agency.
* Equal Opportunity does not mean quotas.
« Agencies are not expected to lower legitimate, job-related hiring standards to
achieve such a goal, nor is an agency expected to hire anyone who is not @

qualified to perform the functions of the job.

53

CALEA Chapter 31 Introduction

* Recruitment activities should be regularly conducted
« Creates an ongoing presence / creates relationships / represent the
agency image
+ Selection Process is a key to overall agency effectiveness
* Must be efficient and fair
* Hiring & Selection Process must be job-related, relevant, consistent and non-
discriminatory
+ Should have written procedures for consistency
* Process
* Timeframe
* Reapplication

o)

54
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Hiring & Selection Process

Recruitment Activities: A sy ic method of potentially

qualified job applicants

9/11/24
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Recruitment Process Steps

* Job Announcement

* Selection Criteria

* Selection Process

* Job Relatedness

* Uniform Administration

+ Candidate Information / Records / Notifications

56
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Maintaining Applicant Contact

¢ CALEA31.3.3

* Develop a system for
applicant contact from
application through
final decision.

* This is more than a
standard; this is about
fairness and
representing your
agency

58

(14 M4 1 1) (LET) Selection Process Described

Witten drectives desciibe ol elements and activities of the selection pe a1 fullime and part-bme positions

Commertany

59

Selection Procedure: Any established method or combination of methods used in any
way as the basis for an employment

Selection Process: The combined effect of components and procedures leading to the
final employment decision, including minimum qualifications, e.g., education,
experience, physical attributes, citizenship, residency-written tests, performance tests,
oral exams, interviews, background investigations, medical exams, polygraph tests,
police academy ratings, probationary period ratings, personality inventories, interest
inventories, psychiatric evaluations, veteran's preference, cut-off scores, and ranking

procedures. —
(CALeA

31.4.7: Selection Criteria

The selection criteria for ALL SWORN POSITIONS are identical as it pertains to skill,

knowledge and ability; and are not dependent upon full-time status.

* Experience, physical condition and other job-related selection criteria

* Process may be different, provided selection criteria are identical
+ Does not include higher education requirements

60
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(M M1 M) Job Relatedness

All elements of the selection proces:
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Commentary

The intens: of

standad is to ensure that cardidites are evakiated by a selection process that measues trats o charactesistics that are
2 significart part of the job. It = not sufficient foe an agency to mersly say in a drective that its peoceduwes are job efated.

These e a variety of means by which jobrselatedness can be shown. 4n agency may chooze, fz¢ examele, 1o demenstiate that an aral
SXATINANON MeAsWES 113115 That e Shown by the 135k anslysis 10 be SIINFCANT 0 nEcesaary to pertorm the job, An Jasessment conial
may be shown to messure the pesfarmance of tasks of skills that the task descripton has shown ta be essential job functions.
The agency may also demonstiate b elatedne:
SUCORSS. A I

thecugh a peccess which valdates the selection mechanism as a prediczor of futuse job
alty vildated w being sble 1o astess nowledgr nd sl ecessiy fa The joo of swoin offic
Masy commes Sally produced Teats have documentatien that will suppet validitice. Agencies we enceur bjed 1o S0k a2atance in tha
avea fiom compatent pessarnel 1esouicas a5 many of the validation concepts are techrical an/or unfamilisr 1o police peofrssionsls.
Hothing i #vs standard chould be ntepeeind a6 preventing an agency fiom wsng » methods  d b
1efatednesa of its sebection peocess. The qoal of 1his standand is 10 engwe hat the agency has the documentation necessary 1o meke 3

legical and pessuasive caze. in he event of 3 legal chalienge, that the elements of the selection process measure inowledge, sills, abiiti
sedi 1t needed to peiform that jeb. (M A M M)

1 st My e $al

9/11/24

61

3.4

(MMM M) Uritoim Administiation

A witten dhective 10quises that ¥ daments of e selection PIocess 101 #1 personnel be admintered, scored, avaluated, nd K petsd in &
uniform manner within the dassification

Commentary

Operational slements of the selection process, o nchuds time limits, oral ins
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Jements of the sewc

62

Candidate Information / Notification / Records

+ CALEA 31.4.4; 31.4.5; 31.4.6;

31.44

(M M 74 M) Condidate Infermation

AL he ime of thei fonmal appi:

o, candidstes o ol postions ale nio

d. 1 waiteg, of.

Cammentary

4 listing of selection elements should includs, but is ot limited to, 3l witten physical ard psychological examinations, polygrach
examingtices, oiad intesviews, and backg ound isvestigicions. Fiom
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Employee Assistance Program

What is an Employee Assistance Program (EAP)?

An employee assistance program, or an EAP, is a benefits package that employers
provide to employees. Like medical benefits, it assists employees with the costs of
certain types of health issues — in this case, mental health and addiction issues.

Assistance for problems related to work, mental health, addiction, and other
personal problems.

* Financial coverage for benefits.
« C Itations for both individuals and the organization as a whole
Anonymity for employees who take advantage of these benefits.
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Employee Assistance Program
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General Health and Physical Fitness
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EAP Wellness Program
* Reactive « Proactive N |
. ame goal,
Employee B VS. + Seek to improve diff 8
resource for crisis employee health via ifferent
situations health-related approaches!
amenities/programs

EAP v. Wellness Program
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Wellness Program
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Wellness Program - Expanded

* We want to challenge you to
go beyond the standards
—Remember the standards
are the foundation, not the
pinnacle

* What other “wellness”
programs could your
department consider?

—Family services

—Mental health
services/evaluations

—Chaplains
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Let’s Look at the Private Sector for Ideas

* What is a “wellness program”: a collection of initiatives within an organization that

promote healthy lifestyles among employees and, in some cases, their spouses and
dependents. These programs address various dimensions of employee health and
well-being.

Benefits Of Wellness Programs

Wellable
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Wellness/Fitness Challenges

— Fitness Classes

— Gym Memberships/Discounts

— Reimbursements for gym/events
Mental Health Resources

— Annual evaluations

Telemedicine

* Workshops / Health Education
+ Stress Management / Resilience
+ Sleep Management

* Weight Management

+ Tobacco Cessation

* Medical Screenings / Health
Coaching

What are some wellness programs?

Healthy Food/Snacks
* Health Fairs
Annual Physical Exams
Onsite medical clinics/services
* Mindfulness/Meditation
* Financial Planning/Counseling
* Education Benefits
— Classes
—Tuition reimbursement
* Family resources

* Volunteer Days
* Others??

* Are these events open to family
members?

9/11/24
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Interest
* Structure
* Leadership
* Rewards & Incentives
* Metrics & Measurements

* Employee Survey to Determine

—How do you determine success?

How do you run/manage a wellness program?
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« It all fits together

Management

SUMMARY

Job analysis |:> Job Description W)  Classification Plan / Position

!

Hiring & EEO & ADA

]

EAP & Wellness for Employee Retention
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