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RESOURCES

Conservation District Handbook:
A green binder that every District office has been given by CSCB. Section Five is “District Employees”. Contains information on the hiring process, insurance requirements, payroll withholdings, employee benefits.

NACD Personnel Management Reference Book

144 page book of information for Conservation Districts about hiring and managing employees. Contains checklists, templates and examples. Not specific to Colorado laws etc but good general information.

Available for $10 (2003) plus mailing . 

NACD  Printing Services at 800-825-5547 ex 32

Colorado Business Resource Guide

An excellent free publication by the Colorado Small Business Development Center (SBDC), the U.S. Small Business Administration (SBA) and the Colorado chapter of the Service Corp of Retired Executives (SCORE). Published through the Office of Economic Development (OED). It has comprehensive information on all aspects of doing business in Colorado, including a chapter on responsibilities as an employer. It contains many useful phone numbers and sources for assistance. The guide can be received free by mail from the SBDC (see below) or downloaded from the OED web site.

Web Site for OED to download Colorado Business Resource Guide: click here
Colorado Small Business Development Center (SBDC)

An organization that works with the Small Business Association (SBA) at the federal level and provides assistance to small businesses. Has phone line assistance, a web site and publications. Offices in different regions of Colorado. Colorado Small Business Development Center Assistance Line: 303-592-5920 

· Web Site for SBDC: www.coloradosbdc.com
· Web Site for the Colorado chapter of the Small Business Administration: www.sba.gov – scroll down and select Colorado

Colorado Department of Labor and Employment
Web site with information on labor and employment laws:    www.coworkforce.com

Unemployment Insurance:


303-318-9100 or 1-800-480-8299








303-318-9000 or 1-800-388-5515


Workers’ Compensation Insurance: 
303-318-8700

Free publication describing employer responsibilities for unemployment insurance taxes and benefits: “Employer’s Handbook” – request it to be mailed to you.
Colorado Division of Insurance


Customer Service:



303-894-7490 or 1-800-930-3745


www.dora.state.co.us/insurance
Colorado Department of Revenue


Tax Information Call Center:

303-238-7378



www.revenue.state.co.us
Internal Revenue Service


Customer Service:



1 866 455 7438


www.irs.gov


US Citizen and Immigration Services


Web site to download I-9 form 
http://www.uscis.gov/files/form/i-9.pdf
Web Site for FAQ about federal employment eligibility rules:
Frequently Asked Questions About Employment Eligibility
General US Citizen and Immigration web site with further links to employer information:

http://www.uscis.gov
Colorado Special Districts Association (SDA) Property and Liability Pool

Set up to help special districts benefit from group rates for insurance and benefits. Need to be a member to use their services – fee is based on each district’s annual budget.


Property and Liability Pool:


1-888-313-7322


SDA General Number:


303-863-1733
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Hiring Checklist

Evaluate The Needs of the District







1. Develop job description









2. Establish minimum qualifications

3. Develop budget

4. Design application and selection process

Job Announcement
1. Prepare announcement

2. Set deadline

3. Advertise position

Selection Process
1. Select test/interview panel – arrange place and time for test/interview

2. Review District needs, job description and selection process with interviewers

3. Review applications and make first screen in accordance with selection criteria

4. Send out test/ interview offers

5. Send out unsuccessful applicant offers (if candidate pool large enough at this point)

6. Undertake tests/interviews as possible – screening in accordance with selection criteria

7. Rank and identify first, second and third choice candidates

8. Check references (or do this later as condition of job offer)

Filling Vacancy

1. Make job offer to candidate – verbally then in writing

2. Receive written confirmation of job acceptance

3. Notify unsuccessful applicants

4. Keep good candidate resumes on file for future possible job vacancies

District Employee Checklist
____
Job Description (recommended)
____
Employment Agreement (recommended)
____
I-9 Immigration Reform and Control Act and Affirmation Document (mandatory within  3 days of hire)

____
W4 Wage and Tax Statement (mandatory)

____
Social Security (mandatory – or specific exemption)

____
Medicare - if under social security, this is included (mandatory)

____
Federal Income Tax (mandatory)

____
State Income Tax (mandatory)

____
Workers’ Compensation (mandatory)

____
Unemployment Insurance (mandatory)

_____  Timesheet (mandatory for non-exempt employees as per FLSA rules)

____  General Liability Insurance (recommended)

____
Health Benefits 

____
Retirement Benefits 

____
FLSA Records Requirements –payroll, timesheet etc (mandatory)

____
Next-of-kin-contact

____
Training Needs 

____
Valid Drivers license (if applicable)

____
Proof of insurance for private vehicle (if applicable)

____   Records containing sensitive personal information (such as social security numbers) 

are in a secure closed records location away from open records

Employee or Independent Contractor?
How Do We Decide

The decision on whether to hire someone as an independent contractor or not will depend on several factors – not the least of which is the nature of the work to be done. Employers cannot simply “decide” that the person will be an independent contractor. The IRS has criteria on which they base whether a person can indeed be classified as an independent contractor. If the employer misclassifies the employee, they may be held liable for the employment taxes that should have been paid. IRS Publication 15-A, “Employers Supplementary Tax Guide”, outlines how the IRS determines independent contractor status. The Conservation District Handbook also has information on status assessment (Sec. 5 pg 15). Use a qualified attorney to assess the status if you are unsure.

Typical indicators that a person is not an independent contractor could be:

· Paid hourly or with a wage rather than for a job done

· Hours/place of work are set by the employer

· Person is supervised by employer – employer has ability to direct, reprimand or terminate

· Employer provides training 

· Employer provides tools, place of work

· Expenses are reimbursed

· Person works exclusively for the one business and does not make themselves available for other markets

· Person cannot make a profit or loss from the work they are doing

· Period of contract is not finite

· Extent to which the person provides key services – indicating employee status

Independent Contractors and Liabilities

If a person is an independent contractor they are responsible for their own pay withholdings and insurance. However- Districts may be liable if they do not take care to get proof that the independent contractor is paying withholdings and is insured – even if it is written in the contract.
	Liability
	Employee
	Independent Contractor

	Income Taxes
	District Pays
	Contractor Pays

· Ensure this is stated in contract

· District secures proof of payment from contractor

	Social Security/Medicaid
	District Pays
	Contractor Pays

· Ensure this is stated in contract

· District secures proof of payment from contractor

· District files IRS 1099-Misc

	Workers Compensation
	District Pays
	Contractor Pays

· Ensure this is stated in contract

· District secures copy of certificate from contractor as proof of payment

· District may opt to pay workers comp. for the contractor

	Unemployment Insurance
	District Pays
	NA – independent contractors cannot claim unemployment benefits and do not contribute

	General Liability Insurance
	District Pays
	Contractor Pays

· Ensure this is stated in contract

· District secures copy of certificate from contractor as proof of insurance


IRS 20-Point Checklist For Independent Contractor Status

Primary Factors

Does the service recipient have the right to: 

Require compliance with specific instructions?



Y   N

Set the hours of work?






Y   N

Set the sequence of services to be performed?



Y   N

Discharge the service provider?





Y   N

Does the service provider have:


The right to hire, pay and supervise assistants?



Y   N


No ability to realize a profit or loss?




Y   N


No significant investment in tools, materials etc to accomplish the 

 task and these are customarily provided by the service provider?
Y   N


No significant investment in facilities necessary to accomplish the


 task and they are customarily provided?




Y   N

Secondary Factors

Does the service recipient:



Train the service provider?






Y   N


Have the right to require oral or written reports?


Y   N


Pay by the hour, week or month?





Y   N


Pay for business and/or travel expenses?



Y   N


Have the right to require personal service?



Y   N

Does the service provider:


Usually not work for more than one business at a time?

Y   N


Maintain a continuing service wit the service recipient?

Y   N


Devote substantially full time to the service recipient?


Y   N


Have the right to terminate the relationship at any time without


 incurring liability?







Y   N


Integrated into the service recipients business?



Y   N


Work only on the service provider’s property or designated


 location?








Y   N

Note:

· Yes answers imply employee status – No answers imply independent contractor status

· More weight should be given to primary factors than secondary factors

If you answered “Yes” to any of these questions, proceed with caution. Consult an accountant or tax lawyer who is familiar with the problems raised by hiring individuals as independent contractors.
Insurance and Benefits
The regulations and product availability for insurance and benefits may vary from year to year and from carrier to carrier. The information in below is only an outline, not advice, and Districts should ensure they discuss their needs with the appropriate regulatory body/carrier.  Additional information is also available in the Soil Conservation District Handbook, Section 5.
As an employer, the District MUST, by law, provide:


Workers’ Compensation Insurance  - provided by a local carrier 

Unemployment Insurance – requires registration and payment to the Colorado Department of Employment and Labor. 

In addition:

General Liability Insurance – provided by a local carrier and strongly recommended to protect the District against the actions/decisions of their employees

Private Vehicle Use Insurance – if the district is allowing private vehicle use by an employee, the district will be liable (usually through their general liability insurance) in case of an accident unless the person has sufficient private vehicle insurance. If a claim is made beyond the private vehicle insurance coverage there could be potential for a secondary claim against the district. Unless the district intends to carry all the liability, ask for proof of private full liability insurance and that it covers private vehicle use for work purposes. Remember to keep this proof of insurance updated. In any event, workers compensation insurance will be claimable if someone is injured themselves while using a private vehicle for work purposes.
Consider:

Health Benefits – provided by a local carrier and subject to the Department of Regulatory Agencies (DORA) Division of Insurance state laws.

Retirement Plans – for enlisted Districts can be through PERA; or can be provided by a local carrier. Subject to the Economic Growth Reconciliation and Retirement Act of 2001 (and others).

The regulations affecting conservation districts insurance and benefits options are dependent on the status of the districts as organizations. Terms that describe the districts are “Special Purpose Districts”, “political sub-divisions of the state” or “local government”.

The Colorado Association of Special Districts (SDA)  Property and Liability Pool offer coverage for most of these insurances/benefits at group rates. To use their services, you must join the SDA – membership fee is based on each District’s annual budget.  SDA: 303-863-1733

WORKERS’ COMPENSATION

Provides coverage for medical expenses and lost wages due to a job related injury.

Rates vary according to the type of job classification the insurer assigns an employee based on their job duties – with the highest risk duty, even if very occasional, dictating the job classification. Payment is typically charged at an amount per $100 of payroll. It is important that districts provide and keep their insurance carrier updated with any changes of job duties of their existing or new staff since if a claim was made and the person was undertaking a duty with a risk the level of insurance does not cover the district could be liable for expensive premium back payments or even worse, find that the insurance company refuses to pay the claim and the district is sued because workers compensation is a mandatory insurance. Changes in your workers compensation payment with a new employee reflect the increase because amount paid is per $100 of payroll – you still need to let your insurer know if the new employee is doing different types of duties that could be higher risk and require extra insurance – driving a vehicle or ATV for example, or making field inspections.  Conversely the district should ensure it is not overpaying because its employee has been wrongly classified. Some job classifications carry high risk – in some jobs the workers compensation insurance can even be higher than the payroll! Agricultural workers carry an elevated risk and some districts have been overpaying by several hundreds of dollars because they have field technicians that have been classified as “agricultural workers” even though they do not operate any farm machinery or work with livestock (see “Workers Compensation rates and Pinnacol Insurance below).

Information on employer legal requirements can be obtained from Dept of Labor and Employment at 303 575 8700

Obtain coverage from your local insurance agency or try:

Colorado Special Districts Association Property and Liability Pool (member-owned organization serving Colorado special district organizations)

1-888-313-7322 

Colorado Compensation Insurance (quasi-independent non-profit organization set up by state law, but not a state agency)


303-782-4000 or 1-800-873-7242

Workers Compensation Rates and Pinnacol Insurance

Many districts use Pinnacol Insurance for their workers compensation in Colorado. Pinnacol use the National Council on Compensation Insurance (NCCI) to classify jobs and their workers compensation insurance rates are expressed as a rate per $100 of payroll based on that classification.

Example

A customer service representative at NCCI was given the following description of a district business and gave the following as a probable classification. A Pinnacol in Denver provided their rates for these classifications as of September 2005::

Description of What District Does


A political subdivision of the state


District Manager who is office based


Undertakes educational outreach – workshops, schools, public meetings

Employees drive vehicles (nb: NRCS insurance does not cover workers comp, only liability)

Field technician does survey work and visits field job sites – does not operate field machinery

NCCI Probable Classification of Jobs and Pinnacol quoted rates


Classification 8601: Architectural or Engineer Consultant


81c per $100 payroll


Classification 8810: Exclusively office based


39c per $100 payroll

If you wish to contact the NCCI directly yourselves to discuss classification or rates in Colorado, then their customer service number is : 800 622 4123. 

For districts who are not using Pinnacol for their workers compensation, classification etc may be based on different sources.

UNEMPLOYMENT INSURANCE
Unemployment insurance claims may be made whenever an employee loses their job through “no fault of their own” – including temporary assignments of more than a few weeks or when grant funding runs out. It is very rare to be granted exemption from unemployment insurance liability and must be applied for before a position is filled. Claims are based on employment history and employer’s liability is typically shared over the previous sixteen months that the individual was employed. Claims are complex and case-specific and because of various claiming timelines can cover a span of several years from filing a claim.
Districts will be under the “taxing option” for registered unemployment insurance unless they have elected in the past to be under “reimbursement option”. If they have never had an employee they may never have registered and will need to do so as they employ someone. Taxing option (also known as “contribution option”) means that the district files and pays unemployment tax regularly at about 0.2 -0.3% of salary, depending on current set rates and whether they have any past claims. If a claim is made, the state pays out the claim. Reimbursement option means that although the district still regularly files, it makes no payments. However, if a claim is made the district must pay the claim out from its own funds. Once a district is registered for unemployment insurance it can only change from one method to the other from January 1st of the next year and if changing from reimbursement to taxing option it will take time for the reimbursement liability to phase out because claims are based on past earnings and coverage (see example below). Unemployment claims are case specific, but a full eligible unemployment claim is typically around 60% of salary for up to six months within a maximum level ($10,300 in 2005). Districts should carefully consider the low taxing premiums reducing risk – particularly if they might experience staff expansion due to new positions, since it is not possible to be quickly adaptable should you wish to change to taxing option from reimbursement option.
Because the districts are “Special Purpose Districts” their payments to the state for unemployment insurance also covers the federal unemployment insurance liability. Sometimes districts are wrongly classified and charged excess unemployment insurance taxes – be sure to confirm that you are registered as a “Special District” if you are paying more than about 0.3% of payroll. (30c/ $100) under the taxing option.
Obtain unemployment coverage (taxing or reimbursement) through the Division of Employment and Labor, Unemployment Insurance Tax section at 1-800-480-8299
What Might a Comparative Options Scenario Look Like?

Example: a $30,000 per year salary

Unemployment Insurance under Contribution Option at 0.3%: $90 per year

Full Unemployment Claim Under Reimbursement Option: $9,000

How Do You Change From Reimbursement To Contribution Option?

State law requires that all employees of an organization are under the same employment option and that changes from one option to the other cannot be made mid-year. Changes can only be made from January 1st (except for seasonal employers*, when March is the deadline – since districts operate all year they are not ”seasonal employers”).  A written request to change must be submitted to the Department of Labor and Unemployment. The letter must be on letterhead and signed. It should include the district account number and account name, and make the formal request to change to the “contribution” or “taxing” option for unemployment from January 1st of the appropriate year. The letter must be sent in before March 1st of the year in which the change is to take effect – the reason it can be retroactive to January is because the first unemployment filing of the year is not due until April. This is in accordance with CRS 8-76-107 8(d). In theory, the letter may be sent at any time prior to March 1st but in practice it is recommended it not be sent before the previous mid-December because the Department of Unemployment software for the following year is not active until December. Letters sent before they can be entered into the software have an increased potential of being inadvertently overlooked.  It is recommended that you obtain confirmation that your letter was received and before March 1st check that the request for change was processed and you are correctly assigned “special district” status and rate. Districts have sometimes experienced difficulty getting registered if they have not confirmed the process is taking place.
· Seasonal employERS  are defined by the Department of Labor and Unemployment and does not mean seasonal employEES. 

When Is The Reimbursement Liability Gone If I Change to Taxing Option?

Because of the nature of unemployment claims, some reimbursement liability continues for up to three years after the change to contributions option is made. In practice, the longer the time since the claim is made, the more reduced the liability is likely to be. 

Eligible unemployment benefit claims are assessed on the first four of the last five quarters the employee worked.

For example: Employee laid off July 2005 

Quarter 5 : April-June 2005 (this is the quarter not used in calculating benefits)
Quarter 4: Jan – April 2005

Quarter 3: Oct – Dec 2004

Quarter 2: Jul – Sep 2004

Quarter 1: Apr – June 2004

Individuals also have up to a year to make a claim and up to a year to collect the claim, and sometimes claims are further delayed because the individual has special circumstances that prevented them temporarily from being available for work, such as a workers compensation claim. 

Therefore, because of the back timeframe on which a claim is calculated and future timeframe in which it may be paid out, the potential to claim on a reimbursement option may stretch up to three years, depending on circumstances.

However, the employment history of an individual also has a bearing on liability who is liable for unemployment claims. This can be complex in figuring out, because it depends both on time and employer history. Once the eligible five quarters for calculating benefit are covered under the new contribution option, or by a different employer, then the reimbursement liability is gone. However, because of the time period over which claims may be made, as described above, the five quarters may not necessarily be the last calendar five quarters.

Examples:
In the simplest situation, if an employer changed from reimbursement option to contribution option on January 1st 2006 and retains their employees, “reimbursement risk” is lost completely by the end of March 2007 (five eligible quarters have passed). However, the “risk” has also been reducing over time as each “eligible quarter “is passed. Claim liability is shared proportionately between the “contribution” and “reimbursement” quarters. 

For example:

Employee changes from Reimbursement Option to Contribution Option Jan 1st 2006

Employee laid-off Jan 1st 2007

Q5: Oct- Dec 2006 – not included in calculation

Q 2-4: Jan – Sept 2006 – paid out of contribution option (Dept. of Labor pool)

Q1: Oct-Dec 2005 – paid out of reimbursement option. (Employer)

The same kind of shared responsibility for paying out claims is made if the employee has different employers. As the five eligible quarters pass under a new employer the risk of a claim being made against the previous employer decreases. Similarly, the liability of unemployment benefit stretches backwards to previous employers for new hires. 

An exception to this is when an employee makes an unemployment claim, starts with a new employer and then is laid off within a year and makes an unemployment claim again. Since any unemployment claim is “active “ for a year a new claim cannot be opened within a year of a claim made. In the scenario described, the second unemployment claim would be a reopening of the original claim and based on the same eligibility quarters as the original claim – disregarding the “new” employer period.
GENERAL LIABILITY INSURANCE

Board members are covered by the state’s Risk Management Fund for general liability for their decisions. However, district employees are not so covered for their decisions and neither are they covered for their actions – particularly important for field workers.  To protect the district against claims for the decisions or actions of it’s employees, the district needs to carry general liability insurance. 

Obtain coverage through a local insurance agent or try the Colorado Special Districts Risk Management Services at 1-888-313-7322

HEALTH AND RETIREMENT PLANS (additional to social security)

Provision of these benefits can greatly help attract quality, loyal employees. Obtain through a local carrier or try the Colorado Special Districts Association at 303 863 1733. They work with some private companies and can provide contact information for these companies who are experienced with the needs of Special Districts.

In 2003 the SDA endorsed companies were:

Health Benefits: Colorado Employer Benefits Trust through Urman Company: 

              Frank Urman at 303-773-1373

Retirement Plans: Gregory and Associates: Pat Gregory at 303-714- 4717



   Nationwide Retirement Solutions: 303 –750- 8800

The following information is provided to outline health and retirement plans, but this is a complex, ever-changing field and you need to work with your chosen carrier to understand your options and obligations under different plans available at the time you are considering coverage.

Health Insurance Coverage
This information was provided through the Department of Regulatory Agencies (DORA) – the state regulatory body for insurance.

Districts are not obliged to provide health coverage for their staff, but if they choose to they are bound by certain regulations.

Districts fall under the “small employer” regulatory category of less than 50 employees. As such, they can provide insurance through a carrier of small group plans. These plans are obliged to insure employees regardless of health status, but are not generally available for employees who work less than 24 hours per week or are seasonal. In this instance the employees must find their own individual health benefit program. Districts can only pay premiums of group plans for insurance; they cannot make payments for individual health plans. It is not legal for employers to pay for, or provide employee payments towards, individual health benefit plans. Nor can districts implicitly make such payments by giving employees extra payments to “use towards their own health insurance”. These regulations are in place to prevent employers picking and choosing who they will provide health insurance for – since group plans prevent discrimination and must be offered to all eligible employees. Districts can pay higher salaries or a “non-benefit premium” to employees in their salary but they cannot dictate what the employee chooses to spend that money on – if they choose to spend it on beer that is up to them! But the district can perhaps offer such payment as an incentive on the understanding that because they do not provide benefits they are paying an elevated salary to compete with employers who do pay benefits. Of course the usual payroll deductions will apply and the district cannot make the payments only if the employee has or retains health insurance – that would constitute implicitly paying individual health premiums. 
If the District chooses to provide health insurance to its full time employees, Colorado statute dictates that the employer must contribute at least 50% to the premium of a Standard or Basic group health care plan for the employee (not their dependents). The structure of these plans is covered by certain regulations. Insurance carriers may offer other group plans and the conditions of contributions to these are set by the carrier.

A contact list of group carriers is available on the DORA web site under “Small Employer Carriers”. (This web site also provides a list of individual health plan carriers under “Companies Writing Individual Health Plans”  - although these are not group plans and so the District itself cannot utilize or make payments to them). The DORA web site is at:

http://www.dora.state.co.us/insurance

The customer service line for the DORA Division of Insurance is:



303  894  7490

800 930  3745 (toll free)

Retirement Plans
All employees must be enrolled in Social Security or another qualified employment program, but districts may offer additional retirement plans. Since these plans have tax advantages, they are especially attractive ways for employees to save towards retirement. Regulations dictate that Districts cannot contribute to Individual Retirement Accounts (IRAs), but can use similar group products such as 401a or 457 plans. Certain products that are similar to IRAs but tailored as group policies have also recently come onto the market – SIMPLE-IRA and SEP-IRA. The following information is by no means comprehensive on product availability or description, or indicative of eligibility,  – it is merely a starting point.

As a very general overview given by a Special District Association recommended insurance agent in 2003: 
· PERA: often a good first choice retirement plan. Districts must be enrolled with PERA when they are newly formed to offer this option

· 457 Plans:

· Similar to IRAs and 401k

· Set up fee of about $100

· Tend to have low or no maintenance fees and reporting requirements

· Employees and employers can contribute

· Does not require all eligible employees to be enrolled

· Enrolls pre-tax dollars (except FICA/social security/Medicaid etc.)

· Contributions up to 100% of annual income up to $12,000 ($14,00 if employer over 50yrs old)

· If withdrawn before 59.5 yrs tax liability, but no penalty

· Employee contributions through paycheck (cannot make direct contribution)

· 401a Plans – differences to 457 Plans

· A “qualified plan” approved and audited by IRS – more secure than 457 plans

· Administration fees may be $1,000 - $2,000 per year

· Generally only employer contributes – although employee can contribute after-tax dollars

· All eligible employees must be enrolled 

· Contributions generally can be higher than for 457 plans, up to about $25,000 per year

· If withdrawn before 59.5 yrs tax liability and 10% penalty

· 401K Plans

· Generally for large organizations

· Profit sharing plan
As a very general overview from information from ING insurance agent and First Financial Planners Web Site on SIMPLE and SEP IRAs in 2003. These are tax-deferred plans subject to IRA regulations but available to businesses

· SIMPLE IRA

· “Savings Incentive Match Plan” for businesses of less than 100 employees earning at least $5,000 per year and without other retirement plans

· Contributions made by employer (up to 3% of employees pay) and employee (employee maximum of $6,000)

· Plans tailored to individual businesses

· SEP IRA Plans


· “Simplified Employee Pension”

· Tax-deferred employment plan for small businesses

· All eligible employees must be enrolled

· Generally for higher contribution levels

· Contributions made by employer – up to 15% of employees total compensation or up to $24,000

I-9 Forms and  Employment Eligibility of New Hires
Employers have always been required to complete an I9 form and accompanying documentation within 3 days of a new hire to verify that an individual is eligible to work in the U.S. In August 2006 new legislation required additional measures to demonstrate employer “good faith” efforts at verification when hiring. Although districts may not be high-risk for audit, fines of $5,000 for the first offense and $25,000 for each subsequent offense can be imposed for improper records or “reckless hiring”. 
For hires after January 1st 2007 you are now required to:
1. Keep a copy of the completed I9 form and accompanying documentation

2. Be diligent about scrutinizing the I9 accompanying documentation for authenticity, including lack of mistakes.

3. Complete and keep an  “Affirmation Document” containing four state-mandated affirmations with the I-9

I-9 forms are available from the US Department of Homeland Security at click here
An Affirmation Document is available or on our web site under Forms and Downloads 
Helpful Reminders and Suggestions
1. Note that you cannot discriminate against hiring someone because of their race, ethnicity, appearance or name.

2. You cannot request any specific I9 verification document – a person may choose to supply whichever document(s) they wish in line with I9 requirements. Documents must be originals.

3. You cannot request additional documents and you must accept what appears to be an authentic document – although you may request a new original if the submitted original is in too poor a condition to verify.

4. Part of not being “reckless” in verifying employment eligibility includes employers making themselves familiar enough to recognize reasonable authenticity of a document – very good forgeries are probably not detectable. To this end, districts should obtain copies of valid documents for careful comparison to safeguard their proof of diligence. 

5. The most straightforward forms of eligibility documents are social security cards and drivers licenses. Some of the more unusual documents, such as visas, may need additional supporting documents to comply as eligibility documents. The Human Resources Department at CDA can help you both with recognizing authenticity and ensuring compliance for eligibility for more unusual and complex documents.
6. If a social security card is offered as proof of eligibility you can show diligence by validating the number with the federal E-Verify (formerly Basic Pilot Program). If there is a discrepancy, bring this to the attention of the employee and do not continue hiring unless they provide other valid documentation as specified in the I9 form. If the federal registry detects a social security number that does not match a name you cannot refuse employment on that basis. It may be that the person has had their identity stolen or they unknowingly were given a false social security number. You can access the E-Verify Program at: click here. 
7. If verification documents have an expiration date, especially visas etc., the employer must ensure they obtain updated eligibility for employment documents from that individual once the expiry date is reached in order to continue employment.

8. Keep copies of the I9 and associated documentation separate from personal files where they are part of open records. The sensitive confidential information contained in the I9 is a closed records file and must be kept in a secure location away from open records.

Fair Labor Standards Act (FLSA)
The Fair labor Standards Act FLSA requires employers to keep certain records for at least 3 years about their employees and also have rules governing compensation and work time.

Employment and Payroll Records 
· Name, address with zip code, social security number (birth date if under 19)

· Sex and occupation

· Date of hire, rehire or return to work after layoff

· State or states in which workers services performed

· Date and reason for separation of employment

· Time and day of week that workweek begins

· For fixed hourly/daily rate employees: usual hourly/daily rate and usual days and times of work for the position

· For salaried employees: rate and period covered

· For variable payment employees: method of wage computation

· Actual hours worked per day and total hours worked in a workweek

· Actual total daily or weekly straight-day earnings; weekly overtime earnings

· Actual  additions and deductions from wages

· Actual total wages paid each pay period

· Actual date of wage payment and period covered

· Reason if employee works less than usual hours in payroll period and number of hours of work lost

Note that any records that contain sensitive confidential information – such as social security numbers should be kept in a secured location away from any open records.

Overtime and Compensation (Comp) Time: The FLSA requires employers to pay overtime or allow comp time to full or part-time non-exempt employees (as defined by FLSA rules) after 40 hours of work in any individual work week (not averaged over more than one week). The rate must be at least 1.5 times the standard rate of pay/time. An employee cannot elect to waive these FLSA rights. Districts should be mindful of this in setting up employment agreements and in ensuring comp time is not built up to a level that is a crippling liability if an employee leaves – when accrued unused comp time must be paid out.

Districts should be aware that if they allow non-exempt employees to “stay late”, “come in early”, or even “volunteer” (unless duties clearly not part of their normal job – such as a non-required Sunday community day pulling weeds by the Mon –Fri  office-based district manager), FLSA interprets this as the employee being  “suffered or permitted to work” and FLSA regulations apply. Generally, in cases where work has been shown to be done, the courts favor the employee as against ignorance of work activity by an employer
Timekeeping: No specific format is required by FLSA, although records must be complete and accurate. Supervisors should monitor timekeeping to ensure there is agreement on work hours (this helps but may not fully protect against FLSA interpretation of “suffered or permitted” to work). It is good practice to have timesheets signed by supervisors. An Excel timesheet example template is located on the CSCB web site under “Forms and District resources”.
For more information about FLSA contact the Department of Labor: http://www.dol.gov/esa/whd/flsa/
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To describe duties and expectations required by the job so that employer can present clear picture to prospective position holders. First step in position creation to enable the district to clearly identify it’s needs an what kind of person it is looking for. Serves as guideline for performance expectations. 
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· Identify what the District needs to achieve with the position

· Identify what actual duties will be required to meet these needs

· Identify what minimal skills, qualifications or experience are needed to do these duties

· Describe the job, not the person occupying the position

· State minimal requirements for the job – education, experience etc.

· Describe only major duties of the position – don’t get bogged down in details

· Don’t describe procedures – only duties. 

· Keep descriptions short and without using technical terms

· Identify responsibilities as well as duties – eg. “Responsible for entering field data in a timely manner” 

· State any supervisory responsibilities

· State who (position, not name) will supervise this position 

· State how, when and by whom (position, not name) the performance reviews will take place

· Be honest in the description – you will not retain people if they are hired under misleading information, including being over or under challenged

· Keep job description up-to-date and review periodically to ensure it remains an accurate description of expectations.
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The purpose of an Employment Agreement is to provide a formal agreed understanding of the basis of employment between the employer and the employee. It benefits both parties in clarifying expectations and provides a framework for resolving any future disputes over expectations. 
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· Base employment agreement on the formal job description and compile with all stakeholders –can be “add on” to job description (see example following)
· Describe job duties and expectations – including special considerations such as provision of a vehicle, travel requirement, location of workplace

· State term of the employment contract – be specific if not permanent

· State any probationary period – be specific, e.g. up to performance evaluation or a date.

· State hours of employment – state any requirement around unusual hours, flexi-hours etc.

· State benefits to be provided or not provided – workman’s compensation and unemployment insurance (required by State law). Consider general liability provision, leave policy, health benefits

· State pay amount, when and how it will be paid, any overtime or compensatory, arrangement, reimbursements. Consider restrictions on overtime/compensatory time to prevent risks of large pay-outs – including liability at termination 
· State who will be supervising the position – by job title, not name 

· State when performance evaluations will occur, by who, based on what (usually the job description) and are there any ramifications (pay raise assessments etc.)
     nb.: be careful if stating performance evaluations as criteria for dismissal – there shouldn’t    

     be surprises at evaluations and fair disciplinary procedures must always be carried out
· State any time stipulations for notice by either party for termination of contact.
· Generate a sense of fair-mindedness in the agreement rather than distrust -  consider morale 
· Have agreement signed by employer and employee
EXAMPLE 1                JOB DESCRIPTION-EMPLOYMENT AGREEMENT:
XXX Conservation District

JOB TITLE:  District Manager

LOCATION:
xxxxxxxxxxxxxxxxxxxxxxxxxxx

SOURCE OF FUNDS: District program revenue, XY County, Grant Revenue 
SUPERVISOR: An appointed member of the XY Conservation Board will be the direct line supervisor for this position. The District Board of Supervisors has sole authority to make changes to the conditions of employment.

 RESPONSIBILTIES
· Be the first point of contact and general correspondent for the public and partnership organizations. Resolve problems appropriately.
· Maintain accurate and timely district financial, payroll and other records/reports etc as required by district activities. Maintain confidentiality as appropriate.
· Make daily decisions about district operations, manage office budget and bring board members attention to appropriate information or matters relating to district business or opportunities
· Manage district tree and seed sales, schools educational and weed management programs

· Organize special events as directed by the Board of Supervisors

· Solicit and undertake fundraising for district programs and activities

· Initiate and undertake publicity efforts for the District

· Organize and take minutes at monthly board meetings and special meetings as needed

· Compile and distribute district bi-monthly newsletter

· Conduct board elections

· Supervise temporary or seasonal staff

· Develop program and organize District Annual Meeting 
· Work with other conservation districts to organize watershed level activities as directed by supervisor
· Attend  watershed and CACD meetings as directed by supervisor

· Assist NRCS with taking applications for UDSA cost-share programs

· Maintain appropriate contact with off-site supervisor 

· Other reasonable duties as assigned by supervisor

· All duties will be performed in a manner that reflects favorably on the District.

MINIMUM REQUIREMENTS:

· High School Diploma or GED

· Demonstrate good inter-personal and customer service skills

· Demonstrate good organizational and multi-tasking skills 

· Demonstrate ability to be self-motivated and self-directed in the workplace

· Demonstrate  good oral and written communication skills
· Ability to operate a variety of software programs necessary to complete work assignments.  

· Demonstrate ability to maintain confidentiality of cooperator business and records. 

· Understanding of agricultural and conservation issues an advantage

PERFORMANCE EVALUATION: An initial 3 month probationary period will be assessed by the Board appointed supervisor for this position. A six-month performance evaluation will be conducted by the appointed supervisor and reviewed by the Board of Supervisors. Thereafter, an annual performance evaluation and review will be completed by the appointed supervisor and reviewed by Board of Supervisors. Evaluations will be based on the current job description and any changes to compensation or conditions of employment will be made through Board of Supervisors approval.
GRIEVANCES – the employee will first approach the Board supervisory appointee with any grievance issues unless special circumstances prevent this as a reasonable course of action. In such cases, the employee may approach any member of the Board of Supervisors with their grievance. 
DETAILS OF EMPLOYMENT

Hours - This is a full time position.  Normal hours are 40 hours per week, Monday through Friday, from 8:00am to 5:00pm with an hour for lunch – except for days when evening board meetings are held when evening hours will be required.  Meetings and events may require some work outside of normal hours and occasional overnight travel.

Salary – The salary is $XX per month. Overtime will not be paid except by approval of the Board of Supervisors. Compensation time may be earned at the discretion of the supervisor on a pro-rata basis and may not accrue beyond 10 hours per month. Monthly salary will be paid by check on the last working day of the current month. Any pay increases will be merit-based, awarded annually and based on performance evaluations. 
Holidays -Ten paid holidays will be provided each year:  New Year’s Day, Martin Luther King’s Birthday, President’s Day, Memorial Day, Independence Day, Labor Day, Columbus Day, Veterans Day, Thanksgiving Day, and Christmas Day.
Annual Leave and Personal Leave - Annual and Personal Leave will be earned at a rate of 8 hours per month and cannot be used until after six months on the job.  A maximum of 80 hours of annual and personal leave may be carried over to the next year.  Upon separation an employee is paid for all unused accrued annual leave up to the 80 hour maximum.  A signed leave slip submitted and approved by supervisor in advance will be required.
Sick Leave and Family Leave - Sick and family leave will be earned at a rate of 6 hours per month from time of employment.  A maximum of 100 hours of sick leave may be carried over to the next year.  However, any balance will be lost at the time of job termination. Sick leave earned in excess of the 100 hour maximum will be converted to annual leave at a rate of 1hr. Sick = .25 annual.  The maximum 80 hours carryover will still pertain. If more than 24 hours of sick time is taken consecutively, a doctor’s note will be required to be provided to supervisor in order for sick hours to be paid.
Other benefits

Workers' Compensation, unemployment and general liability insurance will be provided by the District. Other benefits may be provided as agreed at time of hiring and attached as part of this employment agreement.

Work-related Illness, Injury or Accident - An employee who suffers an on-the-job injury, illness or accident is responsible to report the injury, illness and/or incident to his or her supervisor immediately.
Expense Reimbursement

Standard forms are available in which business expenses due for reimbursement can be reported to the board for approval.

Termination of Employment
This employment agreement does not imply a contract.  Employment is "at will" and may be terminated at any time by either party with or without cause. However, a courtesy expectation of 10 working days notice by either party is expected for release of employment.

If the employee is absent from work for more than three consecutive working days without contacting his or her supervisor, the employee will be considered to have resigned.

Signatures:
____________________________________

Date:__________

Employee

____________________________________

Date:__________

XX Conservation District

EXAMPLE  2                JOB DESCRIPTION-EMPLOYMENT AGREEMENT:

XXX Conservation District

JOB TITLE:  Conservation Technician (Grant Funded)
LOCATION:
xxxxxxxxxxxxxxxxxxxxxxxxxxx

SOURCE OF FUNDS: NRCS and Colorado state funds administered through the State Conservation Board subject to annual re-appropriation; District contribution.  

SUPERVISOR: The filed office NRCS District Conservationist will supervise daily work.  Technical and other training will be provided by NRCS.  The Board of Supervisors has sole authority to make changes to the conditions of employment.

 RESPONSIBILTIES
· Facilitate cooperator access to technical assistance

· Assist with/undertake conservation plan development and report writing.

· Assist with/undertake conservation practice implementation within NRCS standards and specifications as required

· Assist with/undertake conservation plan review and spot checks.

· Write and present technical information for educational or other purposes
· Prepare and maintain files, correspondence, and some administrative duties necessary to carry out conservation technician responsibilities in a professional and timely fashion

· Drive NRCS vehicle for the performance of necessary job duties

· Attend six District Board meetings a year and other meetings or training as required by supervisor

· Other reasonable duties as assigned by supervisor

· All duties will be performed in a manner that reflects favorably on the District.

MINIMUM REQUIREMENTS:

· High School Diploma or GED

· Clean Colorado Drivers license

· At least two years experience in agriculture and/or natural resource conservation

· Demonstrate  good oral and written communication skills – preferably including within rural communities and government agencies

· Demonstrate experience or interest in private land conservation issues and technical requirements.  

· Ability to operate a variety of software programs necessary to complete work assignments.  

· Demonstrate ability to maintain confidentiality of cooperator business and records. 

PERFORMANCE EVALUATION: An initial 3 month probationary period will be assessed by the supervisor for this position. A six-month performance evaluation will be conducted by the supervisor and a member of the Board of Supervisors. Thereafter, an annual performance evaluation and review will be completed by the supervisor and a member of the Board of Supervisors. Evaluations will be based on the current job description and any changes to compensation or conditions of employment will be made through Board of Supervisors approval.
GRIEVANCES – The employee will first approach their supervisor with any grievance issues unless special circumstances prevent this as a reasonable course of action. In such cases, the employee may approach any member of the Board of Supervisors with their grievance. 
DETAILS OF EMPLOYMENT

Hours - This is a full time position.  Normal hours are 40 hours per week, Monday through Friday, from 8:00am to 5:00pm with an hour for lunch.  Meetings, training sessions and fieldwork may require some work outside of normal hours and occasional overnight travel.

Salary – The salary is $XX per month. Overtime will not be paid except by approval of the Board of Supervisors. Compensation time may be earned at the discretion of the supervisor on and may not accrue beyond 10 hours per month. Monthly salary will be paid by check on the last working day of the current month. Any pay increases will be merit-based, awarded annually and based on performance evaluations. 

Holidays -Ten paid holidays will be provided each year:  New Year’s Day, Martin Luther King’s Birthday, President’s Day, Memorial Day, Independence Day, Labor Day, Columbus Day, Veterans Day, Thanksgiving Day, and Christmas Day.
Annual Leave and Personal Leave - Annual and Personal Leave will be earned at a rate of 8 hours per month and cannot be used until after six months on the job.  A maximum of 80 hours of annual and personal leave may be carried over to the next year.  Upon separation an employee is paid for all unused accrued annual leave up to the 80 hour maximum.  A signed leave slip submitted and approved by supervisor in advance will be required.
Sick Leave and Family Leave - Sick and family leave will be earned at a rate of 6 hours per month from time of employment.  A maximum of 100 hours of sick leave may be carried over to the next year.  However, any balance will be lost at the time of job termination. Sick leave earned in excess of the 100 hour maximum will be converted to annual leave at a rate of 1hr. Sick = .25 annual.  The maximum 80 hours carryover will still pertain. If more than 24 hours of sick time is taken consecutively, a doctor’s note will be required to be provided to supervisor in order for sick hours to be paid.
Other benefits

Workers' Compensation, unemployment and general liability insurance will be provided by the District. Other benefits may be provided as agreed at time of hiring and attached as part of this employment agreement.

Work-related Illness, Injury or Accident - An employee who suffers an on-the-job injury, illness or accident is responsible to report the injury, illness and/or incident to his or her supervisor immediately.

Expense Reimbursement

Standard forms are available in which business expenses due for reimbursement can be reported to the board for approval.

Termination of Employment
This employment agreement does not imply a contract.  Employment is "at will" and may be terminated at any time by either party with or without cause. However, a courtesy expectation of 10 working days notice by either party is expected for release of employment.

If the employee is absent from work for more than three consecutive working days without contacting his or her supervisor, the employee will be considered to have resigned.

Signatures:

____________________________________

Date:__________

Employee

____________________________________

Date:__________

XX Conservation District

____________________________________

Date:__________

NRCS District Conservationist
(Daily Supervisor)
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The application form gathers information about job applicants and provide initial screening tool.
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· Questions on the application form must be within employment law – non-discriminatory and relevant to the job being advertised

· Ensure necessary minimum qualifications are requested - unqualified candidates can be screened out

· Consider asking one or two pertinent questions about crucial job needs to get brief insight e.g. “What steps do you take to ensure the work gets done when you are facing multiple deadlines?”

· Application forms and resumes can be compared to help ascertain honesty of responses – particularly when application forms are filled in “on-the-spot”

· Include signature and statement of “true information”

· Ensure your form does not contain any discriminatory questions (see “Interview Question Examples – What You can’t Ask” on pg 41 for guidance)


· Individuals may appear better or worse candidates on paper than they are in person

· Apparently generic resume may indicate lack of motivated desire for this particular position

· “Functional” rather than “chronological” resumes can more easily hide or omit information

· Is the career path reasonable, reflecting personal growth and recognition of ability by employers?

· Emphasis on education rather than workplace experience is only appropriate for people recently entering the workforce

· Look for well written, organized presentation and positive, but not exaggerated, information

· Are claims of experience/responsibility credible in relation to positions held?

· Be wary of any critical, negative, unethical or disloyal statements or indications

· Look for specifics to verify claims – “knowledge” can mean read one book or years of experience. 

· Don’ be swayed just by name of companies worked for - focus on actual experience

· Be wary of buzzwords

· Consider “job objective” carefully – is it realistic and does it fit with the District’s objectives?
· Language such as “we” instead of always “I” indicate a team player

· If membership of organizations listed, is the person active and is the organization relevant to the job?

· Consider reading information back to front – less desirable information is often mentioned last
Example Application Form

Application For  (Position):  XY  Conservation District
Please type or print answers clearly and answer all questions

	NAME: Last, First, middle
	
	SOCIAL SECURITY NUMBER:
	DATE OF BIRTH:

	ADDRESS

Street:

	City:                                                  State:             Zip:
	TELEPHONE NUMBER:

	HAVE YOU EVER BEEN EMPLOYED BY THE DISTRICT?       

                            YES               NO

If so, when?
	LIST ANY RELATIVES NOW OFFICIALLY ASSOCIATED WITH THE CONSERVATION DISTRICT:

	EDUCATION AND TRAINING: include high school, GED, trade and vocational schools, undergraduate and graduate degrees.

	Name and Type of School
	Address
	Major
	Minor
	Attended Dates or Date Degree Received

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	LIST CURRENT RELEVANT LICENSES AND CERTIFICATES – including issuing State and expiration date

	LIST ANY  RELEVANT PROFESSIONAL SOCIETY MEMEBERSHIP:

	LIST ANY SPECIAL SKILLS OR ACCOMPLISHMENTS RELEVANT TO THE POSITION YOU ARE APPLYING FOR:

	DO YOU HAVE A VALID  CO LORADO DRIVERS LICENSE:    Y     N

CLASS:
	HAS YOUR LICENSE EVER BEEN SUSPENDED OR REVOKED?         Y        N

IF YES, PLEASE EXPLAIN:

	HOW MANY MOVING TRAFFIC VIOLATIONS HAVE YOU HAD IN THE PAST THREE YEARS?

HOW MANY TRAFFIC ACCIDENTS HAVE YOU HAD IN THE LAST 3 YEARS?

	HAVE YOU EVER BEEN CONVICTED OF A CRIMINAL OFFENSE?               Y               N

HAVE YOU EVER BEEN CONVICTED OF DRIVING UNDER THE INFLUENCE OF ALCOHOL OR DRUGS?                  Y             N

If you answered yes to any of these questions, please explain on a separate sheet of paper reporting all cases and dates except minor traffic violations, sealed or juvenile records.

If selected for this position, would you agree to a background check?                 Y               N

	WORK EXPERIENCE: Please lists most recent experience first, list all employment and include relevant US Military Service. Attach additional sheets if necessary. Please explain gaps in employment as far as possible.

	NAME OF EMPLOYER / NATURE OF BUSINESS:
	TELEPHONE NO:
	JOB  TITLE:

	ADDRESS – street, city, state, zip
	SUPERVISORS NAME AND JOB TITLE:

	MAIN DUTIES AND RESPONSIBILITIES:

	DATES OF EMPLOYMENT 

From:                                 To:
	SALARY :
	REASON FOR LEAVING:

	NAME OF EMPLOYER / NATURE OF BUSINESS:
	TELEPHONE NO:
	JOB  TITLE:

	ADDRESS – street, city, state, zip
	SUPERVISORS NAME AND JOB TITLE:

	MAIN DUTIES AND RESPONSIBILITIES:

	DATES OF EMPLOYMENT 

From:                                 To:
	SALARY :
	REASON FOR LEAVING:

	NAME OF EMPLOYER / NATURE OF BUSINESS:
	TELEPHONE NO:
	JOB  TITLE:

	ADDRESS – street, city, state, zip
	SUPERVISORS NAME AND JOB TITLE:

	MAIN DUTIES AND RESPONSIBILITIES:

	DATES OF EMPLOYMENT 

From:                                 To:
	SALARY :
	REASON FOR LEAVING:

	MAIN DUTIES AND RESPONSIBILITIES:

	DATES OF EMPLOYMENT 

From:                                 To:
	SALARY :
	REASON FOR LEAVING:



	REFERENCES: Please provide the names and contact information for three people who are not  relatives or work supervisors listed elsewhere in this application. These supervisors may be contacted as references.  

	NAME: 
	RELATIONSHIP:
	TELEPHONE NO(S):

	ADDRESS – street, city, state, zip

	NAME: 
	RELATIONSHIP:


	TELEPHONE NO(S):

	ADDRESS – street, city, state, zip

	NAME: 
	RELATIONSHIP:


	TELEPHONE NO(S):

	ADDRESS – street, city, state, zip


I CERTIFY THAT THE INFORMATION IN THIS APPLICATION IS CORRECT AND COMPLETE TO THE BEST OF MY KNOWLEDGE AND BELIEF. I make this statement with the knowledge that any false or misleading statement or omission of material fact may be sufficient cause for discarding this application or CAUSE FOR DISMISSAL at a future time.

I understand that the information in this application is to be treated as confidential, but I agree to allow this information to be shared with individuals as necessary for the hiring process.

Signature of Applicant:

                   

                          Date:




· Referrals:
· Good employees tend to be invested in referring good people – marginal employees may not  be  motivated to provide such good referrals

· Family/friendship ties may cause conflict in close working relationships– but not always. Be VERY careful about real or perceived unfair hiring practices
· Referrals from non- employees may not carry same personal investment or workplace knowledge 

· Beware of asking for referrals where obligation may be felt to consider the candidate even if they are not as qualified as other candidates

· Internal Promotion/Opportunity:

· Can be good workforce morale booster if handled fairly
· Much job/culture knowledge may already be in place
· Formalize as part of usual recruitment strategy open to all employees to ensure fairness – not “through the grapevine” 
· Rehires:
· Ensure person clear about position and  significant changes in the District since last employed

· Be alert to how ex-employees may have changed  since last employment

· Keep track of good employees who leave so they can be contacted if vacancies occur

· Advertisements:

· Well written and placed job ad needed to ensure optimum number of suitable applicants apply

· Casts wide net for suitable and available applicants

· Outside hires can bring new skills, knowledge or ideas to the District

· Consider expected response -  limited response may require broader advertising and vice-versa

· Consider classified ads in newspapers and posting in public places, colleges, job centers

· Trade journals etc. good for locating individuals invested in their field or for specialists

· Consider if publication read by “job seekers” or interested people keeping an eye on the job marketplace  – is the job sufficiently attractive to interest the latter?

· Campus/Job Fair Recruiting
· Time consuming and perhaps expensive

· Especially suitable for entry level positions

                                       Candidate Pools
· Current Employee Referrals

· Personal Referrals

· Professional Contacts

· Resumes of Previous Applicants

· Newspaper Advertisements

· Radio Advertisements

· Professional Journal Advertisements – The Conservator, organization newsletters, agricultural journals etc.

· Local Advertisements – businesses, stores etc.

· Job Agencies

· Universities, Colleges, Vocational, Community Schools

· Internet Employment Services

To stimulate the best qualified people to respond and apply for the job position.


· The announcement should both “sell” the District and encourage only best qualified applicants

· Mention positive aspects of District as employer – success stories, growth, good location, benefits 

· Mention future opportunities, or if vacancy due to internal promotion

· Although job ads often cost per word, do not be overly scant – you want to present the District in a successful light and ensure only qualified applicants apply. The bigger response expected the more information may be needed to discourage too many applicants

· Use job description to identify most important elements to mention in announcement

· Describe job accurately and honestly – accentuate positive elements but don’t over exaggerate. There is little point in misrepresenting the job if you want to hire the right person for the job.
· Don’t use too many abbreviations 

· Mention location

· Indicate that references will be checked

· Give clear instructions on how to apply/get further information

· Mention closing date if applicable 

EXAMPLE 1:  POSITION VACANCY ANOUNCEMENT (Long Version)

Position: Conservation District Office Manager
Location: Field Office, Thistown

Hours: 40 hrs per week, Monday through Friday. Occasional evening duties.

Application Process: Completed applications must received in the Sunshine Conservation District office at 1, Main Street, Thistown, Colorado 11111
by 5pm on January 31st 2007. Application forms can be acquired by calling Joe at the Sunshine Conservation District at 303 111 3333

Salary Range: $32,000 - $36,000 per year 

Benefits: Paid vacation, sick leave, and comp time. Negotiable health and 403b retirement benefits.

Minimum Qualification: High School Diploma or GED. Proven inter-personal, customer service and communication skills. Aptitude for using computer software – database, spreadsheet and word processing. Must be organized, professional and self-motivated.
Preferred Qualification: Understanding of agricultural and conservation issues. Fundraising skills. Business skills. Publicity skills.
Job Description: Under direction of the Board of Supervisors to be responsible for the day-to-day running of the district office. Includes bookkeeping, phone and personal customer service to landowners and district partners, meeting and event organization, management of sales, educational and weed programs, newsletter publication, some supervisory duties. Need energetic, resourceful and adaptable individual to take the reins!
POSITION VACANCY ANOUNCEMENT (Short version)

Conservation District Office Manager: The Sunshine Conservation District in Thistown requires a full time district manager to manage all district affairs – from bookkeeping to program and event management. Need energetic, resourceful and adaptable individual to take the reins! Call Joe at the Sunshine District for more details and an application form: 303 111 3333. Closing date: 1/31/07
EXAMPLE 2:  POSITION VACANCY ANOUNCEMENT (Long Version)

Position: District Conservation Technician
Location: Field Office, Thistown

Hours: 40 hrs per week, Monday through Friday. Occasional evening duties.

Application Process: Completed applications must received in the Sunshine Conservation District office at 1, Main Street, Thistown, Colorado 11111
by 5pm on January 31st 2007. Application forms can be acquired by calling Joe at the Sunshine Conservation District at 303 111 3333

Salary Range: $30,000 - $35,000 per year 

Benefits: Paid vacation, sick leave, and comp time. Negotiable health and 403b retirement benefits.

Minimum Qualification: High School Diploma or GED and 2 years work experience in agricultural or natural resource field. Proven written and oral communication skills and aptitude or willingness for using computer software.

Preferred Qualification: College degree in agriculture or natural resource field. Work experience preferably with a conservation district and/or state or federal land management agency. Knowledge of irrigation systems an advantage.

Job Description: Assist in implementing Farm Bill natural resource conservation programs to Federal technical standards to land owners throughout the Sunshine Conservation District– including planning and design, fieldwork and compliance monitoring. Typical program projects include irrigation efficiency improvement, wildlife habitat improvement and soil erosion issues in dryland farming. Work with other district and NRCS staff. to coordinate project level activities among landowners, local, state, and federal agencies, and conservation organization 

POSITION VACANCY ANOUNCEMENT (Short version)

Natural Resource Conservation Technician: The Sunshine Conservation District in Thistown requires a full time conservation technician to help plan and implement conservation practices for land owners in the District. $30-$35K per year incl. benefits. Two years agricultural or natural resource experience required and knowledge of irrigation systems an advantage. Call Joe at the Sunshine District for more details and an application form: 303 111 3333. Closing date: 1/31/07



The selection process enables the most qualified and suitable individual to be identified from the applicant pool. The process should allow suitable and unsuitable applicants to emerge, screen efficiently, and provide an objective ranking system for assessing candidates.

· Offer to meet/talk with (all) candidates before application– encourages qualified applicants.  

· Screen out applicants who do not meet essential qualifications identified in the Job Description. Applications may be honest , misleading or just poor – look for specific accomplishments rather than generalities, unexplained history gaps, realistic responsibility claims, relevance of information to job

· Be clear about what are essential knowledge and skills. The best candidate may not have all the desirable skills – sometimes an ability to apply themselves is more important than a specific skill

· What will be the objective and measurable selection criteria for each test or interview?

· Consider a test if highly relevant to the job – software, writing, presentation, specific task. Tests must  be identical for each candidate and results treated confidentially 

· Consider a “tour” to familiarize applicant with work environment

· It is difficult to remain objective during interviews and to remember all candidates clearly. Consider content of “ideal”, “good”, “adequate”, “poor” and “unacceptable” response to interview questions and general behavior - allocate numerical score to each. Compare responses during interview with these graded responses and assign numerical score - use later to compare candidates.

· Remember that the candidate is also evaluating you and the District  - be professional 

· Check references – no matter how excellent the candidate appears!! Consider supervisor(s), peers, additional references to those offered, references identified through your networking

· Consider background check, especially if position involves sensitive issues (the public, finances, etc.) 

· Confirm acceptance of job offer in writing. Inform unsuccessful candidates of their status – professional courtesy and consider the public image of the District


The interview gathers, clarifies, verifies and adds information in support of identifying the most suitable candidates for the job. It also allows candidates to gather information and assess their own willingness to do the job and/or work for the District.


· Fair and equitable to all candidates – know what kinds of  questions violate the Civil Rights Act and ensure questions are relevant to the job requirements

· Reasonable interviewing time schedule that includes conferring and rest time 

· The interviewer is responsible for keeping the interview on time and on track

·  Interviewers to remain aware of their own body language, eye contact, voice tone etc.

· Candidates talk 2/3 of the time – design interview to ensure applicants understand the job requirements, the District’s  work and culture, and have opportunity to answer/ask questions

· Consider benign “situational incidents” that reveal behavior relevant to the job - if a “dropped” book is on the floor – pick it up, ignore it? What does a response possibly imply in relation to self-confidence, helpfulness, reaction to social stress?

· Use the Job Description to identify skills/experience and aptitudes/attitudes required and design questions based on assessing these. Can the person do the job and will they “fit in”?

· Question design - know what you are assessing and how you will measure it (see Tips for Designing the Selection Process). Ask same questions,– except for clarification /verification 

· Identify what you need to ask specific individuals to clarify or verify their resume/application

· Avoid “yes/no” answers that reveal little. Ask what, how and why the person did something.

·  Ask indirect questions for more revelation about motives and way of working – not “Why do you want this job?” but “What considerations or thinking led to you to apply for this job?”

· Ask for real- life examples that demonstrate skills/aptitudes – don’t accept simple verbal claims. Ask for more examples, or ask a different question, to support unconvincing answers

· Use non-threatening and inviting conversational language – a defensive candidate will not reveal as much. Not “What are your strengths?” but “Overall, what would you say are your main strengths?”

· Avoid leading questions (or voice tone) – not “Don’t you think..” but “What do you think…” . Don’t offer leading information  - “ We value xxx. What would you do if…”

· Consider structured grid to help interviewers record question answers in compatible manner (See “Tips on the Selection Process) – interviewers take accurate notes during the interview 
· Don’t  react too strongly either positively or negatively – allow candidates to reveal themselves

· Be patient in silences ( especially if interviewer is tense) – allow candidate to compose themselves

· At conclusion – ensure the candidate knows what will happen next and when

Interview Question Examples – General Outlines

· Remember to phrase questions carefully in a non-leading, conversational way

· Remember to ask for specific example to back up general answers

· Be prepared to probe further with follow up questions if necessary

· Know why you are asking the question and what constitutes a good or bad answer for the needs of the job

ABILITY QUESTIONS:

· Describe a typical day at your last job.
· What were your basic responsibilities in your last job?

· How long were you in this position?

· What were your three most important responsibilities in that job?

· What special skills or knowledge did you need to perform these duties?

· What decisions or judgments did you have to make in these areas?

· What achievements are you most proud of at work/elsewhere?

· How do you feel about workload in your current job?

· How do you organize your time at work?

· What other skills do you have that might help you if you were hired for this job?

· How does your experience and skills relate to this position?

· What do you know about the XXX Conservation District?

· What experience do you have in  XXXXXX?

· This job requires travel/late nights/weekend work….. Will this cause you any problems – are you willing and able to do this?

APTITUDE/ SELF KNOWLEDGE/ESTEEM QUESTIONS:

· How do you make important decisions/solve problems?
· What have been the biggest frustrations in your work life?
· Has there been something you consider a failure in you work life? Why do you think it happened?

· What personal qualities do you think are needed to succeed in this job?

· How may of these do you possess? Can you give me an example form your current job when you demonstrated xxxxxxx ?

· How do you feel about your current progress to date? In hindsight how might you have improved on this?

· What are you most proud of that you have done?

· What do you consider your greatest strength/weakness?

· For what have you been most criticized for at work?

· Tell me about a responsibility you have enjoyed.

· Tell me about an occasion when you needed to take initiative to get something done at work – how did you go about it?

· Have you ever worked without direct supervision – doing what?

· On a scale of 1 to 10, how self-motivated would you say you are? Can you give a n example where you demonstrated self-motivation at work? 

· Why do you want to leave your current job?

· Why did you take your last two jobs and what did you get out of them?

· Why did you apply for this position and what do you expect to get out of it? What are your long-term career goals?

TEAMWORK-COOPERATION  QUESTIONS

· Tell me about a time when you needed to understand another person’s point of view to get a job done. How did you get that understanding and what problems did you encounter?

· What is your role as a group member? Tell me about an accomplishment you achieved as part of a team. What role did you play?

· What kinds of people have you worked with? What did you do differently when working with different types of people?

· Tell me about a time when you had to elicit help from others to get something done – how did you go about it?

· Tell me about a time when you needed someone’s help and they were reluctant to give it to you. What did you do?

· What type of person do you get along best/worse with? How do you cope with people you have difficulty with?

· How would you define a conducive work atmosphere?

· Tell me about a time when a team fell apart. Why did it happen? What did you do?

· Tell me about a time when someone was angry with you – how did you respond?

· What do you believe characterizes a “good working relationship”?

MANAGEABILITY QUESTIONS

· What are some of the things about which you and your boss disagreed?
· In what ways could your boss have done a better job?
· Can you tell me about a situation in which your work or idea was criticized – how did you deal with it?
· How accurately do you believe your boss rated your performance?
· Tell me about the best/worst manager you ever had . What made them stand out? How did you interact with them?
· Tell me about a time when you needed to make an important decision you were unsure about and there was no one around to discuss it with. What did you do?
· Tell me about a time when you had to put extra effort to get something done – what led up to the situation, what did you have to do and why?
What You Cannot Ask!
The Colorado Civil Rights Commission publishes a leaflet that describes what kind of questions you may ask job candidates and what kinds of things it may be considered discriminatory to ask. Basically, if it is not absolutely relevant to the job then you should not ask the question and you must be careful how you solicit some types of information – such as whether a candidate can meet a work schedule.  This publication is on their web site below or you can telephone them at 1-800 262 4845

http://www.dora.state.co.us/civil-rights/Publications/JobDiscrim2001.pdf
Some examples are:

Citizenship:

YES: “ Are you legally entitled to work in the US?

NO: “Of what country are you a citizen?”

Age: 

YES “If hired can you submit proof of age?” (only if age legal requirement for job)

NO: Questions about age if not legal requirement of job and proof of such age before selection

Dependents- Schedule
YES: “If hired, are you able to work the 8 – 5pm Mon-Fri schedule and occasional evenings that the job requires?” “Any commitments that might hinder attendance?”. “What would be your anticipated duration on the job or absences?” NOTE: These questions must be asked of all applicants if they are not to be potentially discriminatory.
NO:  Questions about children, child care arrangements or marital status

Disabilities:

YES: Can you perform the essential job functions of this position?”

NO: “Do you have any disabilities? List all serious illnesses for the past five years. Have you has any workers compensation claims?” 

Marital Status:

YES: Address (Mrs., Miss, Ms.) if in good faith and not for discriminatory purposes.

NO: “Are you single married divorced etc?”. Any questions about children or child rearing plans.

Sex:

YES: Mr, Mrs, Ms. Male or female as a voluntary request only and when in good faith and not for discriminatory purposes. 

NO; Mandatory inquiry of sex. Sex is not considered a condition of employment due to physical duties, preferences of employers, customers or industry, or work or travel schedules

Race or Religion:

Any question may be interpreted as discriminatory 

Organizations:

YES: membership or offices which relate to applicants ability to perform the job

NO: “List all organizations or clubs to which you belong.” Inquiries about membership of organizations that indicate race, color, nationality, ancestry, sex, physical handicap, creed or religion.
Example of Interview Evaluation Grid

Use in conjunction with ;

· reference sheet defining response grades for each question/demonstrated skill

· additional notes sheet(s)

Candidate Name    _______________________________

Interviewer Name ________________________________

Ideal = 5
Good = 4
Adequate = 3
Poor = 2
Unacceptable = 1

Question One:
5
4
3
2
1
------------------------------------------------------









------------------------------------------------------







Question Two:
5
4
3
2
1
------------------------------------------------------

                                                                                      ------------------------------------------------------

Question Three:
5
4
3
2
1
------------------------------------------------------
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Question Four:
5
4
3
2
1
------------------------------------------------------
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Question Five:
5
4
3
2
1
------------------------------------------------------
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Question Six:
5
4
3
2
1
------------------------------------------------------
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Social Interaction:
5
4
3
2
1
------------------------------------------------------









------------------------------------------------------

Communication:
5
4
3
2
1
------------------------------------------------------
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Listening Skills:
5
4
3
2
1
------------------------------------------------------









------------------------------------------------------

Self-confidence:
5
4
3
2
1
------------------------------------------------------


To use all the information gathered and ascertain how well each candidate fits the job requirement so that the best candidates for the job can be identified.


· Review and evaluate candidate pool immediately after the final interviews have taken place

· Five criteria to assess/compare: Experience, Intelligence, Knowledge, Personality, Motivation

· Experience – usually most important. Consider level required, transferable skills, trainability

· Intelligence and Knowledge – how much is required and what type; Technical expertise? Common-sense? Problem solving ability? Familiarity with organizations? Education?

· Personality – suited to type and level of work. Teamwork? Social ease? Self-Motivation? Attitude to authority? Be wary of personality distorting assessment of ability or giving unwarranted weighting

· Motivation – why does the person want the job? Will they stay motivated? Will they stay?

· Be aware of your own prejudices, fears or unfounded hunches

· Focus on “qualified for the job”  rather than “like us” – needs to “fit in” but not necessarily be from the same background or be like the previous employee

· Consider being wary of candidates who:

· Left a job without reason, or without proper notice

· Cannot substantiate claims or demonstrate any specific achievements at work

· Arrive habitually late, ill-prepared or unsuitably dressed for interviews

· Are discourteous to anyone they encounter

· Express hostility, criticism, complaint or break confidentiality of former employers

· Know little about the organizations they worked for/nothing about the one they are applying to

· Show no enthusiasm or motivation or appear to have a pervasive negative outlook

· Have strong  personal interests that materially conflict with job requirements

· Are overqualified – especially if ambitious

· Are unaccustomed to unusual job conditions – travel, weather, noise etc.

· Accept an offer then try to renegotiate terms or take more than a few days to consider offer


To verify information provided by the candidate and perhaps add information to the application. For sensitive position hires, background check to help protect district from liability of hiring unsuitable individuals for the job.


· You may contact anyone as a reference – including persons not suggested by the candidate. Candidates generally suggest only potentially “good” references.

· All questions must relate directly to the job requirements. Civil Rights Laws prohibit the asking of questions relating in any way to the candidate’s personal life - such as “Did the person take time-off for child care?” But you could ask “Was the person willing and able to complete all assignments on time?”

· References are only required to answer basic “neutral” questions such as verifying person actually was employed, current job title, dates of employment, whether they would be rehired

· Other than personal questions, you may ask any question – but be sure they relate to the job. A reference may choose not to answer questions

· References generally volunteer information about good employees

· Consider questions that verify the honesty of candidates’ claims at interview. If a specific skill is needed, ask specific questions – “Did this person use Word and Excel on a day-to-day basis – did they compile mailing lists and labels?”

· If reluctance is shown to a question you may be able to draw information out by rephrasing- Instead of “What was the salary?”, “Was the salary more than $12 per hour?”

· Consider asking “On a scale of 1 to 10..” questions to ascertain skill level

· Write questions  down and know why you are asking them – to ask follow-up questions if necessary

· Assess how honestly you feel questions were answered

· Consider asking a reference if they could give you the name of another person to contact

Suggested Reference Check Questions To Ask
(Colorado Department of Agriculture: HR Dept.)
· How long have you known this person and how did you get aquatinted?

· Have you worked with this person before ? Where? In what context?

· This person is applying for a job with my organization. The job requires that the person have _______________________background. From your knowledge of _____________, does he/she have this background (experience)?

· What are the persons strengths?

· What is one skill that this person needs to work on?

· Is this person eligible for rehire?
Getting a Background Check

Background checks will match a name and birth date (social security number useful) to fingerprint records submitted after an arrest. Name of agency arresting, date and charge will be given and perhaps if a felony or misdemeanor. 
Juvenile and sealed records are not releasable.

If the person subsequently went to court and charges changed, this will not be recorded.

Two Methods:

1. By credit card over the Internet through the CBI web site: $6.85 (Dec 2006) with immediate to 24hr response.

www.cbirecordscheck.com
2. By mailed form, using money order or business check: response mailed back within 3-5 days after receipt of request. Cost in Dec 2006: $13
All Arrest Request Forms must be filled out completely with the following information in the corresponding fields:

· Name, Date of Birth, Place of Birth, Sex 

· Fee - (Amount listed at the top of the page) must be paid by Money Order or other Certified Funds Check. (Make check payable to Colorado Bureau of Investigation.)
Personal checks are not accepted. 

· Send reply To - Name of facility or individual requesting the CHRI search with complete mailing address 

· Indicate Purpose for Request – “Public” 

If any of the above information is missing or incomplete, the request will be returned. 
The form is below (Dec 2006 version) or can be secured through the CBI web site at http://www.cbi.state.co.us/id/fees_forms.cfm
Further questions, requests for forms etc. can be made to the CBI Identification Unit at Tel: 303 239 4208

IDENTIFICATION UNIT

COLORADO BUREAU OF INVESTIGATION

690 Kipling Street Suite #3000

Denver, CO 80215                                                                            www.colorado.gov

PUBLIC REQUEST FOR ARREST INFORMATION
	PLEASE TYPE OR PRINT CLEARLY 
Reply will be mailed in 3-5 working days
	$13.00 Per Name
 
No Personal Checks

	Window Service 

MON-FRI 8AM - 4:30 PM


                              IF NOT RECEIVED WITHIN 14 DAYS CALL 303/239-4208

NAME TO BE CHECKED: TYPE OR PRINT LEGIBLY
|  /  /  /  /  /  /  /  /  /  /  /  /  /  /  /  /  /  /  /  /  /  |
LAST NAME

 
|  /  /  /  /  /  /  /  /  /  /  /  |
|  /  /  /  /  /  /  /  |
FIRST NAME 





MIDDLE NAME

	___/___ /____
MONTH DAY YEAR
DATE OF BIRTH
(REQUIRED)
	| M | F | 
MALE FEMALE 
(CIRCLE ONE) 
	| | | |-| | |-| | | | | 
SOCIAL SECURITY NUMBER 

(OPTIONAL)


SEND REPLY TO:(COMPLETE MAILING ADDRESS)

____________________________________________________ 

NAME OF BUSINESS AND/OR PERSON

______________________________________________________
STREET ADDRESS OR P.O. BOX                 APT NUMBER
___________________
_____
________-_____                               
CITY 


STATE 
ZIP-CODE                 PHONE NUMBER

PURPOSE FOR REQUEST: (CHECK ONE)

BAIL BONDING___   BAIL BOND LIC#__________(MANDATORY FOR BAIL BONDING) 

EMT ___        NURSING ___      PUBLIC ___       SECURITY GUARD ___     

HOUSING ___    POST BOARD ___   ADOPTION ___   VISA ___
                                 ACCOUNT# CONCJ_____ (IF KNOWN)                                               

THE RECORDS REQUESTED SHALL NOT BE USED FOR THE DIRECT SOLICITATION OF BUSINESS FOR PECUNIARY GAIN (MONETARY GAIN): 
(REQUESTOR SIGN BY THE X PER STATE LAW)

X_____________________________________________

CBI ARREST FILE COMPLETENESS:  Not all Colorado arrests are documented in CBI files. Colorado Criminal Justice Agencies may not have provided all arrests, charges or dispositions to the CBI.   Manual Reporting (non-electronic) Colorado Criminal Justice Agencies has a delay of approximately one to two weeks between the time of arrest and the time CBI receives the arrest card. Sealing is permitted only when the arrestee has petitioned the court for sealing, and has either been acquitted of all charges relating to an arrest, or no charges were filed after the arrest, or all charges were dismissed. The following juvenile records (18 and under) are releasable under the “Open Records Act” misdemeanor traffic, adjudicated as an adult and registered sex offenders.  




To ensure the employee has sufficient skills and knowledge to do the job safely and effectively, improve efficiency at tasks, and promote understanding of interactions in the workplace. To stimulate employee with opportunities to develop and provide motivation.


· The District may be liable if an employee performs an illegal/dangerous act and inadequate training contributed to the act – identify and incorporate safety training in the training plan

· Training enhances staff competence and therefore the District image

· Training provides a skill, knowledge, promotes efficiency, motivates or develops an individual

· Employees typically require more intense training in their first 6 months, build proficiency in the next 6 months and are fully productive after 12 months.

· Identify training purpose, source and timeline – identify a specific training goal addressing the short/ long term needs of the District, or personal goals of the individual - how is to be accomplished

· After completion, evaluate training to ensure it met stated objectives

· Review and update training plans during performance reviews and more often if necessary

· Training is most cost-effective when it involves on–the-job training with appropriate supervision/specialists, or self-study such as attendance at conferences, study courses

· Training often requires application in the workplace soon after acquiring to be best retained

· Cross -training promotes efficiency and teamwork through better understanding and communication in the workplace. It also promotes workforce versatility and resilience.

· In the first few days basic orientation will help new employees feel welcomed and prepared – introduce personnel, workplace logistics, procedures/policies, and complete personnel paperwork. Free up designated staff to answer questions and help new employee. People like to feel useful, so enable new employee to complete some simple tasks as soon as possible.

Employee Training Checklist
1. Meet with employee soon after employment to discuss training needs

______

2. Develop a training plan that incorporates:


· Description of training to be provided with expected outcome

· Prioritization of training needs

· When training will take place

· Who will provide training

· Expected cost of training







______

4.   Safety training needs identified and prioritized                         


______

5.   Allocate funds for training from District budget




______

5. Ensure employee and trainers understand responsibilities in following 
Training plan – enrollment, participation, expected outcomes etc.

______

7.   Solicit employee feedback on value of training received



______

9. Review/monitor/update training plan at least at performance reviews –
       more often if necessary






          _______
9.   Retain file of training completed by each employee



_______

TRAINING  PLAN

Employee Name:________________________

Date of Plan Revision:____________________
	NEED  IDENTIFIED
	PRIORITY
	TO BE DONE BY
	FUNDS REQUIRED
	FUNDS ALLOCATED
	PROVIDER 
	TRAINING DONE

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Employee Training Record:    Employee Name:___________________________________
	Training Title/Subject
	Trainer
	Date
	No. Hours
	Certif.

Y/N

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


TRAINING  EVALUATION  FORM



Ensures the employee and supervisor have the same understanding of expectations of the job. Relates employee’s past performance to expectations. Identifies future realistic expectations of the job and establish how these are to be achieved and recognized. Can motivate employee and provide objective basis for development and rewards.


· If performance review is to be arena for changes to pay etc., tell employee at hiring

· Job description as a basis for the evaluation – tell employee in advance, so that they are prepared and ensure job description is meaningful and up to date.
· Evaluator should be supervisor who has day-to-day knowledge of the employee’s work – the District Supervisor responsible for overseeing the position should also be present

· Ensure employee understands that evaluation is to receive feedback on how their work is viewed, provide them with an opportunity to voice ideas, concerns and desires, and  work with supervisors to identify future strategies

· No surprises –set up a time soon after hiring to establish what the priorities and criteria for evaluation will be, and meet with employees on a regular basis to review work progress and issues. Don’t suddenly ambush employee with dissatisfactions at performance review!
· Past, Present, Future – What has been done? What is being done now? What is to be done next?

· Conduct evaluations in a comfortable, private place and ensure no interruptions

· Employee may feel initially defensive (“judged”) –  employ friendly tone and body language

· Seek employee’s perspective – ask what they do, how much time they spend on an activity and what importance they place on each activity. Let employee talk uninterrupted.
· Give honest feedback – be sure to recognize good performance and give any negative feedback straightforwardly and objectively (do not minimize with humor or be aggressive).  Focus on task/behavior, not on personality.
· Work together for an agreed solution to problems or challenges – past and anticipated

· Do not use comparisons with other staff 

· Identify future goals, objectives (actions and timelines to reach goal) and measurement standards (how will you know when objectives have been reached)

· Objectives realistic – time, resource availability, outside influences, required co-operation

· Standards  specific but allow flexibility – measurable but not a “cook-book” approach 

· Evaluation levels agreed on by both parties – what constitutes exceptional, adequate or poor performance for each measurement?

· After discussion, supervisor has final authority if necessary. Allow consideration for employee input and explain decision but do not allow argument to continue

· Amend performance objectives, standards, and job description to reflect circumstantial changes between evaluations if necessary

Performance Evaluation Checklist
Initial Meeting:

· Ensure employee knows when, by whom and on what, his/her performance evaluations will be made; if merit pay increases will be based on evaluations; what the grievance procedure is for disputing evaluations

· Develop performance standards and measurable objectives together between employee and evaluators so that fairness and realistic attainability is agreed on. This also provides employee with clearest understanding of expectations and District goals.

· Identify a performance standard for each element of the job description.

· Define measurable objectives that are within the control of the employee for each performance standard.

· Decide on how performance evaluation is to be made and whether/how an overall rating is to be ascertained (especially if merit increases are to be based on evaluation).
On-Going

· Ensure employee/employer understand the responsibility to review the objectives/standards before the evaluation should the job description change or unforeseen events prevent the objectives being met.

· Ensure evaluator(s) are familiar with the employees work on a regular basis

· Ensure employee and evaluator properly prepared by preparing their own facts for discussion on current job description, performance standards and performance objectives before the evaluation.
At the evaluation:

· Arrange a time and quiet confidential place without interruptions 

· Keep tone objective, friendly and supportive to employee

· Allow employee to first describe current/past job duties, responsibilities and how they relate to current performance objectives. 

· Review each current performance standard/objective and identify successes, areas for improvement, mitigating circumstances 
· Agree and provide signatures on current performance level obtained

· Review job description and jointly develop performance standards and objectives for future evaluation period – provide signatures

· Review training plan to meet future performance expectations and further employee personal/career development

· Provide copies of evaluation (current and future) and training plan to employee and place original in District personnel files.

Performance Evaluation Form 
Employees Name: ___________________
Job Title:  _______________________   Evaluation Period __________to ___________

Rating: 1 = Excellent      2 = Good      3 = Satisfactory      4 = Needs Improvement
      5 = Unsatisfactory

	Job Duty
	Objectives and Measure
	Rating
	Comments

	A.


	A1. 
	
	

	
	A2. 
	
	

	
	A3.  
	
	

	B.
	B1.
	
	

	
	B2.
	
	

	
	B3.
	
	


Performance Evaluation Continued
Employees Name: ___________________
Job Title:  _______________________   Evaluation Period __________to ___________
	Job Duty
	Objectives and Measure
	Rating
	Comments

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Employees Name: ___________________
Job Title:  ______________________     Evaluation Period __________to ___________

· EXCELLENT: 


always achieves more than expectations; often contributes beyond expectations of job

· GOOD:



often performs above expectations: has contributed beyond expectations of job

· SATISFACTORY:

on average performs to expectations of job: no unsatisfactory performance
· NEEDS IMPROVEMENT: 
some areas of performance unsatisfactory: several “needs improvement” ratings

· UNSATISFACTORY;

persistently failing to move beyond “needs improvement” in key job duty(s)

____________________________________________________________________________________________________________

Additional Comments:

If giving “Excellent” or “Unsatisfactory” – provide comments /evidence to justify rating

If giving “Needs Improvement” explain what is needed for employee to regain “Satisfactory” rating
	

	

	

	

	

	

	


I agree to the rating given in this evaluation:  Employee Signature:____________________________________ Date _____________

Evaluator(s) Signature:   1. _______________________Date ____________  2. ________________________  Date _____________

Evaluator(s) Title:               _________________________



________________________


Colorado is an “at-will” employment state, which means there is no obligation for either employer or employee to give notice or reason for terminating employment. However, a terminated employee can still bring charges of unfair dismissal against an employer with the attendant potential of legal costs and penalties. A fair disciplinary procedure can help protect a District in such circumstances and also provide an objective framework should an uncomfortable personnel situation occur.  Having a stated grievance procedure before problems occur provides an avenue of communication for employees to deflect harbored resentments that could turn into behavioral problems at work.

· Focus on the job requirements and expectations –especially as laid out in the job description-employment agreement – as a basis for corrective action. Keep in mind discrimination/diversity versus what the job actually requires.

· Be scrupulous in applying procedures consistently in order to avoid the appearance of discrimination. This is also true if you do not have a formal procedure – follow previous precedents.

· Have a general but not too restrictive policy for corrective actions – for example ;a verbal followed by at least one written warning/corrective action will be given before termination. You may have to do more than this, but at least the employee can have some knowledge of what to expect.
· Documentation is key – have signatures where possible to document what occurred in terms of employee behavior, discussions, corrective actions issued etc., preferably from both parties. Also record refusal to sign. Document everything!
· Whatever the issue, bring it up objectively, calmly, privately and tactfully. Don’t let anger or frustration build to a point that objectivity is lost when approaching the employee.
· It is important that employers give employees every opportunity to explain their side of the story and provide assistance in remedying problems. This can be as far as ensuring someone is given opportunity to receive counseling for an addiction or behavioral problem.
· Even if you suspect personal problems are the root of the problem you cannot ask direct personal questions – although you may show willingness to listen by asking if the employee wants to share any information to help you understand the situation

· You can place individuals on “administrative leave” if a situation develops that produces concern that the person should not be at the workplace until the issue is resolved – for aggression, theft, breach of confidentiality etc.

· When taking corrective action make sure the required changes, the time period for changes to be completed and consequences for failing to comply are clearly spelled out. Also ensure you provide ample reasonableness for the employee to be able to comply. 
· When an employee begins employment, let them know who they should approach if they have a grievance.  This is generally their supervisor – grievances are best resolved at the lowest level possible. Also be sure they know who to approach  if they have a grievance against their direct supervisor. 

· If an employee brings a grievance – formally or informally - listen objectively and refrain form comment, action or judgment until you have had an opportunity to investigate the issue from other perspectives.
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These guidelines are to assist districts in the hiring and management of employees.  It contains resources contacts, checklists, tips and suggestions, and templates. Your Conservation District Handbook also contains a section on District Employees and you can also refer to that for additional information.








Pam King


Colorado State Conservation Board


January 2008
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NAME OF APPLICANT:





NAME OF APPLICANT:
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Recommendation:





Definitely send others as applicable	            Maybe send others as applicable            Do not send others





Course Evaluation:





In relation to my job the information was:





Mostly applicable  now             Somewhat applicable  now         Probably mostly applicable for future use





Probably somewhat applicable for future use	     	          Of no foreseeable application





 The most useful part of the course was:


























The weakest part of the course was:























Overall the course content was:


	Excellent	Good		Average		Fair		Of no value





The trainer(s) knowledge was:


	      Excellent	Good		Average		Fair		Poor





The trainer(s) teaching ability was:	


		Excellent	Good		Average		Fair		Poor


 








General Information:





Trainee: _______________________________________





Course Title: ___________________________________  Date: ______________





Training Provider: _______________________________  Total Hours: _________





Trainer(s) Name: ____________________________________________________
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