[image: image1.png]it




City of Springfield

Division of Administration

36 Court Street

and Finance

Springfield, MA 01103

To:
Division and Department Heads 
From:
Personnel Review Committee (PRC)

Date:
January 2012
Re:
PRC Process

Cc:
Mayor Sarno

Purpose:  

The purpose of this memo is to provide an overview of the PRC process, define the role of the PRC, set general standards for our review, develop a calendar and define the communication process.  

Role of the PRC:

The Personnel Review Committee (PRC) is established to evaluate and approve the following: 
· Creation of a new position or paid internship – position currently does not exist in MUNIS and has never existed; possibly the outcome of a re-organization regardless of funding source (operating, grants).  Note – there are old vacant positions that have been eliminated, but are requested as backfills; all too often the PRC is asked for positions that had been filled in the late 90’s as authorized, but unfilled positions.  There are no such positions authorized.  The FCB eliminated these positions and they are therefore new positions and need to be treated as such.
· Backfill of a vacant position or paid internship – position exists in MUNIS and was once filled by an employee that is no longer in that position (promoted, involuntary leave, voluntary leave, etc.) regardless of funding source (operating, grants)
· Changes in position classification – position responsibilities have changed and a review of responsibilities, grade, and compensation should be conducted
· Changes in position compensation or hours – compensation increases based on merit reviews and / or hours increase due to workload, restructuring, etc.  
· Other matters referred to it

Stakeholders:

· PRC Members – The members of the PRC are meant to provide a broad perspective for review of the requisitions that come before it.  They have a responsibility to review all requisitions that come before them in a fair and consistent manner, ensure that all financial, legal and HR matters are being addressed and to provide decisions in a timely manner. The members of the PRC include:

· Mayor’s Office (1 vote) – (Denise Jordan) – The Mayor’s office ensures that all hires are in line with the Mayor’s goals and initiates questions for review by the other stakeholders.   

· CAFO (1 vote) – (Lee Erdmann) – The role of the CAFO is to provide guidance around requested hires while taking into consideration the information provided by each of the stakeholders.  In the event of a PRC vote tie, the CAFO is responsible for making the final decision.
· Finance / Budget (2 votes) – (TJ Plante, LeeAnn Pasquini) – The role of the Finance representation on the board is to work with the analysts to ensure that funding is available, the position falls within their FTE cap, is a true backfill or new hire and that the additional funding added from the new / backfill / salary change can be afforded and sustained throughout the entire fiscal year.  Additionally, Finance representatives must understand the annualized costs of adding new positions, upgrading existing employees, or other actions taken by the PRC that have minimal costs for the current FY, but huge costs for future fiscal years
· HR (2 votes) – (Bill Mahoney, Kristin Reardon, Gail Walls), – HR is the “gatekeeper” of the PRC process.  All requisitions are sent through the NeoGov Applicant system. HR will create and distributes the agenda for the monthly meeting based on the requisitions entered. In addition, HR maintains the NeoGov system that tracks all PRC requisitions and move any potentially eligible applicants through the process. Post the PRC meeting, signing authorities will “approve” the requisition in NeoGov. An automatic generated email will be sent to the hiring authority.  HR is responsible for ensuring that positions are properly graded and posted on the City’s employment website.  

· Requesting Departments – Requesting departments have the responsibility to submit all required information according to the calendar, participate in the monthly PRC meeting to validate their need, answer questions and provide follow-up information requested by the PRC.  
Monthly Calendar:

	Week / Day
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Week 1
	
	PRC Requisitions from Departments entered into the NeoGov system

by Close of Business
	
	
	PRC Requisition report generated by HR and packets are distributed to PRC members

	Week 2
	PRC Committee reviews submissions and prepares for Monthly meeting
	PRC Committee reviews submissions and prepares for Monthly meeting
	PRC Committee reviews submissions and prepares for Monthly meeting
	Monthly PRC Meeting

1PM

City Hall 

Room 309
	PRC decisions communicated and approved (when applicable) by signing authorities in the NeoGov system 

	Week 3
	Follow-up conducted by PRC members & departments to provide additional information

	Follow-up conducted by PRC members & departments to provide additional information

	Follow-up conducted by PRC members & departments to provide additional information

	Follow-up conducted by PRC members & departments to provide additional information

	PRC follow-up finalized and decisions communicated from HR to Departments

	Week 4
	
	
	
	
	Any outstanding follow-up finalized


Note – The PRC will meet monthly from July – April (as needed).  Each year, the final meeting for a FY will occur in April in order to finalize budget recommendations for the coming FY.  Departments may still submit requisitions however those requisitions will not be acted upon until the July meeting to ensure compliance with the finalized City budget.
Responsibilities before the PRC meeting:
· Departments – Departments must complete a requisition in the NeoGov Applicant Tracking system, provide an organizational chart and be available to answer questions that PRC members may have prior to the meeting.
· HR – HR will review all requisitions that are received in accordance with the PRC calendar, ensure that all required information has been submitted, follow-up with departments when required, run the PRC Requisition Report, develop packets and an agenda for the PRC members. HR should confirm that departments have the correct titles, grades, salary information, etc.  
· PRC Members – PRC members must review all requisitions and follow-up on any questions that occur prior to the meeting. This will ensure all of the information needed to make a decision is complete and up to date.  
During the PRC meeting:

· Departments – Department representatives must be available in person in accordance with the agenda to provide information and answer questions regarding department need.  
· PRC Members – PRC members will come prepared with their analysis and initial recommendation. The PRC will render an initial decision or required follow ups regarding all requisitions at the conclusion of each meeting. 
Post the PRC Meeting:

· Signing Authorities- Will approve, deny or pend the position in the NeoGov Applicant Tracking system. This will auto generate an email to the Hiring Authority. 
· Departments – Departments should provide the follow-up items as requested in the notification received from HR.
· PRC Members – PRC members should follow-up on any open questions in a timely manner in order to finalize all decisions. The “responsible party” of the follow-up task will communicate their findings to the PRC members. The PRC members will reach a consensus, and HR will forward the determination to the appropriate department.  
PRC Organizational Tool:

The PRC will use NeoGov to track all requisitions and decisions by the PRC.  

· A summary report will be generated for each PRC meeting and distributed with a packet of requisitions to fill for each PRC member.

· At the end of each PRC meeting, the PRC will confirm decisions and approve, pend, or deny appropriate requisitions in NeoGov.
· HR will follow-up with departments on action items.  

PRC Guiding Principles:

· The position meets a critical need of the department without which the department will not be able to complete its core mission or will jeopardize public health / safety.
· The position has been budgeted for in the current FY and will be a prioritized position for the next FY to maintain core mission operations.

· The position is graded consistently with HR standards and other similar positions across departments.

· The salary adjustments are merit based or based on additional responsibilities outside of the current scope of the position and fall within the salary range of the position.  
· Emergencies will be considered on a case-by-case basis and if necessary will be deliberated outside of the regular PRC monthly meeting. Requisitions should be made to Human Resource and Labor Relations Director. 
Attachments:

· Policies and procedures regarding NeoGov can be found on the City’s internal website under the Human Resources Department. http://cosinfo.springfield-ma.gov/portal/hr-policies.0.html
· Checklist of required documentation by departments prior to the PRC meeting

Checklist for the Personnel Review Committee (PRC)
All documents required for the PRC are to be completed in NeoGov no later than 7 business days prior to the scheduled meeting. Requisitions that are missing data will be denied and will not be considered at the scheduled PRC meeting unless the complete and accurate information is submitted in accordance with the submission deadlines

Items required to be submitted 7 business days prior to the PRC meeting
· Requisition completed in NeoGov
· Copy of a current organizational chart and a copy of a proposed organizational chart (Proposed organizational chart required only when a change to the organization will occur, i.e. new position)

· Additional supporting documentation
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