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Pay Action # # Pay Avg. %

Actions Adjustments | Adjustment
Promotions 581 574 15.25
Demotion — Voluntary 72 41 -12.44
Demotion — Disciplinary 7 7 -9.00
Demotion - Performance 1 1 -27.88
Role Change — Upward 326 164 9.65
Role Change — Lateral 61 25 7.93
Role Change — Downward 14 2 -17.07
Voluntary Transfer — Competitive 841 559 8.89
Vol. Transfer - Non-Competitive 279 56 -.49
Temporary Pay — All Reasons 182 182 9.84
End Temporary Pay 173 173 -8.79
Competitive Salary Offer 63 63 12.31
Reassignment within Band 82 - -
Apply/Adjust Special Rate 92 92 3.65
Disciplinary Pay Action 1 1 -5.00
IBA — Change in Duties Increase 329 329 7.45
IBA — New KSAs/Competencies 457 457 7.87
IBA — Retention 559 559 5.06
IBA — Internal Alignment Increase 1248 1248 6.26
Bonus — Change in Duties 25 25 2.70
Bonus — Internal Alignment 1 1 3.29
Bonus — New KSAs/Comp. 133 133 1.80
Bonus — Retention 23 23 6.43
Bonus — Recognition, Monetary 714 714 .93
Bonus — Recognition Non-Monetary 117 - -
Bonus — Sign-On 48 48 3.39
Bonus — Recognition Leave 839 - -
Bonus — Referral 24 24 .83
Bonus — Project 41 41 2.20
Exceptional Retention Bonus Payout 17 17 6.00
Exceptional Retention Leave Award 2 - -
Sign-On Leave 14 - -
Overall Approximate Totals 7352 5559 1.52

There were 5278 upward pay adjustments at an average of 6.09 %
There were 281 downward pay adjustments at an average of -11.52%
Workforce Planning and the Periodical's Pay Action Summary data may vary within the same reporting period based on
the timing of data runs, agency retraction requests, and the manual review and extraction of erroneous PMIS entries.




RELUCTANT FAREWELL

On August 31, the AHRS team bid farewell to long-time leader Rick Pugh. After
thirty-six years of dedicated service, Rick has retired to enjoy some well-deserved fun
and relaxation in the Sunshine State.

From the early years of limited decentralized authority through the more recent
years of focus on strategic human resource management, Rick was a valuable resource
to agencies and the Commonwealth. To those who were fortunate enough to be part of
his team, he imparted solid but unobtrusive leadership and guidance.

Rick left the way he led — quietly and without fanfare. We know that you join us
in wishing him the very best.

POLICY GUIDANCE

Upward Evaluations

Iltem 77 of Chapter 847, 2007 Virginia Acts of Assembly, states that, “for the
performance cycle ending October 24, 2007, upward feedback regarding supervisors'
performance shall be pilot tested in several agencies with above average employee
turnover as determined by the Department of Human Resource Management. This
upward feedback will be used only as a developmental tool and will include safeguards
to facilitate anonymity of the employee providing feedback. The Department of Human
Resource Management shall develop appropriate guidelines and training for those
agencies designated to participate in an upward feedback pilot program. The
Department of Human Resource Management shall report the results of this pilot
program to the Governor and the Chairmen of the House Appropriations and Senate
Finance Committees by December 1, 2007.”

DHRM has contacted several agencies during the last twelve months regarding
this requirement, but no agencies have come forward to conduct pilots. If an agency has
used upward feedback during the current performance cycle, or is able and willing to do
now, at the end of the performance cycle, the agency should send a summary of how
well the pilot worked and what it revealed to the agency’s assigned human resource
consultant in AHRS. If DHRM is unable to report any pilot program results, there is
some likelihood that a similar program will be required of all agencies in the future.

Telecommuting and Emergency Closings

Agencies are responsible for determining which employees are required to work
during emergency office closings. This includes telecommuters.

Historically, employees have been affected by emergency closings based on the
operating status of their central workplace and their designation under Policy 1.35,
Emergency Closings. Employees attending business meetings away from their central




workplace at locations unaffected by the emergency closing have always been expected
to continue working.

Policy 1.61, Telecommuting, states that agencies may include the status of
employees during emergency or weather-related closings that affect the central or
alternate workplace in employee telecommuting agreements. If your telecommuting
agreements do not currently articulate the agency’s expectations under these conditions,
DHRM advises that you communicate those expectations to all telecommuters at your
earliest convenience. You should consider what you've identified as the primary work
location, the employee’s designated status under Policy 1.35, Emergency Closings, the
nature of the work, whether the employee telecommutes on a permanent or sporadic
basis, and if telecommuting is a condition of employment.

The purpose of telecommuting is to promote general work efficiencies and to
allow work to be performed at alternate work locations, but it has also been identified as
a key strategy for ensuring the continuity of agency and government operations during
emergencies. Most agency COOP Plans are, in part, reliant on telecommuting to
maintain essential services. For these reasons it is important to view telecommuting and
office closings broadly and with respect to agency business needs.

Written Tests in Employee Selection

Written tests may enhance the overall objectivity and effectiveness of a selection
procedure, but these effects must be carefully observed and analyzed by using
professionally recognized standards. Agencies should be cautious when considering the
use of written tests in their employee selection procedures and should not rely solely on
the claims of a test’s publisher that a test is appropriate for the agency’s use.

Under federal law and regulation, if a selection test has adverse impact, it must
be examined and its use justified according to the principles of the Uniform Guidelines
on Employee Selection Procedures (29 CFR 1607). Because the Commonwealth is
absolutely committed to fair employment practices in its own selection procedures, no
state agency should use a selection test without justifying its business need and
demonstrating its appropriateness by applying the Uniform Guidelines, whether or not
adverse impact has been shown.

As a general rule, adverse impact occurs in a selection procedure when the
passing rate for any class of persons protected by Title VII of the Civil Rights Act of
1964, as amended, is less than 80% of the passing rate for the group with the highest
pass rate. For instance, if the passing rate for males is 90% and the passing rate for
females is less than 72%, then there is an adverse impact against females. If evidence
of adverse impact exists for any selection procedure, then each part of the procedure
must be examined to determine the source of the adverse impact.

The Guidelines are technical and their application requires training and expertise.
Agencies contemplating the use of written tests should contact their assigned AHRS
consultant for further guidance.

Reminder: Code of Virginia § 2.2-2903 requires that passing numeric scores be
augmented by stated percentages for veterans.




Conversion of Sick Leave to Disability Credits upon Change in Status

A classified employee who chose to remain under the Traditional Sick Leave
Program recently accepted an administrative faculty position at a state university. This
career move required the employee to participate in VSDP. The employee asked to
convert his sick leave balance to disability credits. Because the VSDP publications and
policy provide no direct reference to this situation the agency requested guidance from
DHRM and VRS.

The statute governing VSDP, as it relates to the conversion of sick leave
to disability credits, does not provide for conversion of sick leave other than what was
allowed during the two respective open enrollment periods. There is no statutory
provision that allows for someone who elected to remain in the traditional leave program
to convert sick leave to disability credits upon transfer into a position that does not
provide for continuation in the traditional leave and disability retirement program.

When an employee leaves their classified position to take a non-classified faculty
position with a Virginia institution of higher education, the accrued traditional sick leave
balance must be paid out to the employee by his/her former employer.

Wage Employee Reminders

o Wage employees may work up to 1500 hours per agency per year (12 month
period from date of hire). Please refer to DHRM policy 2.20 Types of
Employment, page 7.

Exceptions to the 1500 hour maximum must be approved by agency heads.

o Wage employees may work in more than one agency. The maximum 1500 hour
rule applies to time worked in each agency, separately. An employee could,
theoretically, work 1500 hours in agency A and 1500 hours in agency B within
the same anniversary year. If an employee is working in multiple agencies,
check with your assigned AHRS consultant to determine if overtime provisions
under FLSA do or do not apply.

Note: There are special rules that apply to VRS retirees who return to work in state
agencies in wage positions. Most are familiar with the caveats (refer to AHRS
Periodical dated January, 2007):

0 must have a break in service of at least 30 days (between time of retirement
and new employment as a wage employee),

0 must not have a pre-arranged agreement to return for state employment, and

0 must not be hired to perform the identical job duties from which the employee
retired.

It's important that retirees not be employed as wage employees with state agencies for
more than 1,664 hours annually. Even if the agency head approves an extension, the
1,664 cap is imposed by IRS requlations. (IRS regulations dictate that such an
employee must not work more than 80% of previous full-time job. 20% of 2,080 hours =
1,664.)




The following links refer to “return to work” related to retirees returning to state
employment, not to “return to work” for employees who have been ill/injured/temporarily
disabled.

http://www.varetire.org/Employers/ReturnWork/Index.html. There is detailed information
at this VRS website, including the following:

0 Return to Work Checklist for Employers:
http://www.varetire.org/Employers/ReturnWork/Checklist.asp

o Return to Work Guidelines:
http://www.varetire.org/Employers/ReturnWork/Guidelines.asp

o Return to Work Information for Retirees:
http://www.varetire.org/Retirees/Reenter/Index.asp

0 Request for Termination of Monthly Benefits (VRS-7):
http://www.varetire.org/Pdf/Forms/vrs-7.pdf

Wage employees are covered by FMLA policies. Since FMLA considers all
individual state agencies to be one employer, it is important to check with the
employee and any other agencies with whom that employee works or has worked
within the past year when determining eligibility for FMLA.

Virginia New Hire Reporting Center

An agency recently received a notice from the Virginia New Hire Reporting
Center indicating that the agency had failed to report one month. The Center is a part of
the Department of Social Services (DSS) and they collect information on new hires for
child support enforcement purposes. DHRM contacted the Center and was advised that
the notice was probably sent to the agency in error, because DSS gets a file for state
agencies from the Department of Accounts that contains this information. Therefore,
agencies receiving similar notices in the future may disregard them or may contact the
Virginia New Hire Reporting Center at 804 -771-9733 or 1-800-979-9014.

Policy Projects Update

Proposed revisions to Policy 1.60, Standards of Conduct have been reviewed by
the Office of the Attorney General and are under final review by the Policy Committee.
The final working draft will be distributed to all human resource directors for comment
prior to its submission to the Governor’s Office for approval.

The VSDP Policy Guidebook is in the final stages of review and will be published
before the end of this year. This was a challenging assignment. The project team’s
product will be a beneficial resource for all human resource officers involved in the
administration of VSDP benefits.

The Employee Handbook review team has completed its assessment of the
current handbook and has submitted suggestions for improvements. The Handbook will
be updated by the end of this year. The Agency Head Handbook will be reviewed
following the 2008 session of the General Assembly.
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Agencies are encouraged to submit suggestions for 2008 policy priorities to Rue
White at rue.white@dhrm.virginia.gov.

EMPLOYMENT & CAREERS

RMS Update
E-Notification Letters

In response to agency requests DHRM continues to offer more e-notification
letters. The “Position Canceled” e-notification letter became available for use on
September 15, 2007.

The Position Canceled notification should be sent to applicants when a job
posting is canceled. Agency HR users must manually change applicant statuses to the
status “Position Canceled — Send E-mail.” The e-notification will then be generated by
the system and sent to applicants. A sample of the letter was included in the September
RMS Updates at http://www.dhrm.virginia.gov/recruitment/rmsupdates.html .

Social Security and Position Numbers

Changes were made to the social security and position number fields on the
RMS Effective September 15, 2007.

To protect applicants’ personal information, the optional social security number
field has been removed from the RMS. This means that applicants will not have the
option of entering a social security number in the RMS. Agencies are advised to obtain
social security numbers at the appropriate time during the hiring process.

The position number is now a required field. All position numbers must have 5
characters (alpha and/or numeric).

Consistency between PMIS and RMS

Prior to the implementation of RMS, PMIS cross-checked job posting data
against established position records. Positions that were not established in PMIS could
not be recruited, and positions could not be recruited under incorrect role or pay band
assignments.

Since PMIS and RMS are not currently linked, this automatic cross-check
process no longer exists. However, PMIS remains the position control authority. The
above requirement to enter position numbers in RMS should help ensure consistency.

When listing positions in RMS, agencies should first ensure that positions are
established in PMIS. They should then verify that assigned duties and responsibilities
meet agency needs and that current role allocations are correct. Finally, they should
make certain that roles and pay bands listed in RMS match PMIS position records.



mailto:rue.white@dhrm.virginia.gov
http://www.dhrm.virginia.gov/recruitment/rmsupdates.html

Recently, several agencies have had to repeat recruitment processes that were
conducted using incorrect position information.

List of Position/Applicant Statuses

A reference listing of position/applicant statuses was sent to HR Directors on
September 27, 2007. The listing will be updated periodically as statuses are added,
deleted or changed.

The listing includes all of the position and applicant statuses available for use on
the RMS.

e The first column, “Requisition Status,” lists the status of all job
postings/requisitions.

e The second column, “Applicant Status,” lists the status of all applicants and
their relationship to each requisition.

e The third column, “What Applicants See,” shows what the applicants see
when a position is at a certain status during the hiring process. For example,
if a requisition is at the status “Posted (Managers can view applicants)” and
the applicant status is “Under Review by Department,” the applicant sees “In
Progress.”

Please contact Pat Waller at patricia.waller@dhrm.virginia.gov if you any
guestions or comments about the RMS.

WORKFORCE DATA

HR At-A-Glance

HR At-A-Glance management information reports have been prepared to assist
agencies in evaluating their performance for the Governor's HR Management Scorecard
and other management activities. Statewide statistics are available to the general public
on the DHRM website,
http://www.dhrm.virginia.gov/workforceplanning/commonwealthataglance.xls. Also,
agency-specific reports have been prepared on a secure DHRM website. Access to
these reports has been granted to agency heads. Agency human resource officers and
their staff members will need to request access in order to view the reports. Instructions
for viewing the reports follow:

To Access the HR At-A-Glance Report

(1) Click on the following link: http://webl1.dhrm.virginia.gov/itech/ or key the URL in
the address area of your web browser and <enter>.
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Click the Workforce Planning link under the Web Applications located at the
upper left side of the page.

Next, click the HR At-A-Glance link under the Workforce Planning Tools to
access the login page for the reporting tool.

(2) Enter your user name and password. Press the “Login” button to access the
Welcome page for the Agency Web Portal.

(3) Select “HR At-A-Glance Reports” from the Applications dropdown list to access
the At-A-Glance tool.

(Note: If the HR At-A-Glance link is not visible, the user will need to complete a
Request Access form. The link for this form is directly above the Workforce
Planning link on the ITech website.)

(4) Select the agency, if necessary, and the fiscal year and press the “Get Report”
button on the report’'s home page.

(5) After pressing the “Open” button, the report’s Cover page is displayed. Next,
press the “Table of Contents” tab at the bottom of the web page. For
assistance, press the “Help” button on the “Table of Contents” page to get
instructions for viewing and printing the report.

Transactions between Agencies

The utilization of workforce data as a strategic tool in state and agency planning
processes is continuously expanding. DHRM is committed to providing the most
accurate and up-to-date workforce data available.

Agencies have advised us that data on employees who have transferred to other
state agencies often remain on the original employer’s workforce reports for weeks
following the transfers. It is important that receiving agencies effect the PMIS
transactions that are required to complete these transfers in a timely manner.

During 2008, DHRM will begin to send PMIS information to DOA to update
CIPPS payroll information. At that time, it will be extremely important for changes to
employees’ PMIS records to be keyed as they occur. If changes are keyed into CIPPS
and not into PMIS, the new CIPPS information will subsequently be replaced with the
former information that remains in PMIS.

le___________________________________________________________________________________________ @]

Our goal is to provide practical information that supports human resource objectives across the
Commonwealth and to encourage innovative strategies in the management and delivery of agency services.

To tell us what you would like to see featured in upcoming issues email us at
compensation@dhrm.virginia.gov or policy@dhrm.virginia.gov

Department of Human Resource Management
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Office of Agency Human Resource Services
101 N. 14th Street
Richmond, Virginia 23219
Phone: 804-225-2131 Fax: 804-371-7401
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