Career Banding Process Steps

Orientation/Communication to Staff

· Letter sent to each employee referencing web site overview and slide show

· Town Hall meetings with overview and Q&A

· Web site updates throughout project

· Employee Guide to Career Banding created and sent to each employee (also on web)

· Final letter from Supervisor explaining final title and level

Review of Technical Documents

· Review OSP Specs, Profiles and Crosswalk

· Decide if documents are acceptable as is or will they need revision

· If documents are OK as is, proceed with Initial Allocation List to include C,J,A

· If documents need revision, conduct focus group sessions (only if absolutely necessary)

· Incorporate focus group input into documents 

· Determine if job descriptions, questionnaires or job titles alone will be used to crosswalk positions

Prepare Initial Allocation List

· Using the Crosswalk as a guide, create allocation list for all positions – include C, J, A*

· Send initial list to OSP – note any deviation from crosswalk

Develop/Deliver Supervisory Training 

· Develop specific training materials for supervisory training (Use Social Research training documents as a base)

· Determine dates, times and location of training – determine who will deliver training

· Announce Training

· Conduct training

Conduct Competency Assessments

· Oversee process – ensure supervisors are conducting assessments

· Collect all assessments

Review Competency Assessments

· Review all assessments for consistency and fairness

· Send any “A” level competencies to central office for final review*

· Record Final results on allocation list

Prepare Final Allocation list

· Record final competency levels on allocation list

· Note any trends or adverse impact

· Send final list to OSP for approval

Process Actions

· Process OM and PA actions

· Supervisors prepare and deliver letters to employees with final results

Reports

· Prepare final report for OSP

· Conduct Impact Analysis for OSP

Deliver recruitment training

· How to recruit for competencies

· Behavioral based interviewing

* Indicates new process 
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