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Executive Summary

The State of lowa and the Hiring Practices Working Group commissioned this review of the
State’s hiring practices in response to recent concerns about these practices involving
racial discrimination claims against the Departments of Human Services, Transportation,
and lowa Workforce Development.

The State of lowa should be commended for undertaking this review. The State has a
longstanding Affirmative Action Program and commitment to diversity — they instituted their
Affirmative Action Program in 1973, and continue their commitment to its success by
making the changes necessary to ensure the program is viable and sustainable.

lowa Department of Administrative Services

In July 2003, the State created the lowa Department of Administrative Services (DAS) as a
way to manage and coordinate the major resources of state government. DAS provides
human resource services through an entrepreneurial management model. Entrepreneurial
management is a customer-focused approach to delivering services. The customer
departments have input about what services and products they want from DAS and in turn
DAS is funded by the customer departments through purchases of DAS services and
products. DAS looks to offer new and additional services (for example recruitment support
and coordination) to various customers on a fee-for-service basis. A customer council is
charged with approving the DAS business plan, establishing the rate for services, and
reviewing service delivery and complaints.

Under this entrepreneurial model, human resource services are provided by DAS-HRE
(Human Resources Enterprise) central staff, 12 DAS-HRE Personnel Officers located at the
customer departments, and customer agency staff. The majority of the recruitment and
hiring functions are done by the customer (hiring) departments and their staff. Applications
for employment are submitted using the BrassRing system with applicants being qualified
by DAS-HRE employees. Since the creation of Human Resources Enterprise, DAS-HRE
has strived to provide human resource tools to the departments. The Screening Manual and
the Supervisor's Manual are just two examples of the resources created for the hiring
departments. They also provide Supervisor Training for newly appointed supervisors.
Larger departments have dedicated staff assigned to human resource activities. The staff at
the departmental level may or may not have a human resources background.

lowa Population and Workforce

The 2000 U.S. Census indicated that lowa’s population was 2,926,324. According to this
census, 92.6 percent of lowa’s population identified their race as white (alone). The non-
white alone or minority population (including Black or African American, Asian, Native
Hawaiian or Pacific Islander, Hispanic or Latino, American Indian or Alaska Native, two or
more races, or some other race) was 7.4 percent.

O
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lowa’s minority population is not uniformly located throughout the State or its 99 counties.
Over a third of lowa’s counties have minority populations of 2 percent or less. Several
counties did have significant higher minority population including Buena Vista County
(17.9%), Woodbury County (16.4%), Muscatine County (14.3%), Louisa County (13.6%),

Polk County (13.6%), Scott County (13.4%), Black Hawk County (12.3%), Marshall County

(11.9%), and Johnson County (11.2%).

Although lowa’s overall minority population was 7.4 percent (2000 Census), the State’s
available minority workforce represents a smaller percentage of the total available labor
force (see Table 1 below).

Table 1: Available lowa Workforce*

. . . % Non-Min Non-Min
0,
Fiscal Year /o I\\//I\l/r;cr)lilftg/r?éate Aa/:lljlg?lgolfcv;a State Available lowa
Workforce Labor Force
2006 5.22% 6.03% 94.78% 93.97%
1-Black 408 2.1% 1.7% 19,246
2-Asian 232 1.2% 1.4%
3-Native Am 121 0.6% 0.2%
4-Latino 268 1.4% 2.3%
Total 19,726
2005 5.04% 6.03% 94.96% 93.97%
1-Black 384 2.0% 1.7% 18,234
2-Asian 225 1.2% 1.4%
3-Native Am 120 0.6% 0.2%
4-Latino 239 1.2% 2.3%
Total 19,202
2004 5.10% 6.03% 94.92% 93.97%
1-Black 390 2.0% 1.7% 18,222
2-Asian 225 1.2% 1.4%
3-Native Am 121 0.6% 0.2%
4-Latino 240 1.3% 2.3%
Total 19,198

* Note: Data submitted by DAS-HRE.
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IOWA DAS, HRE Review of State Hiring Practices

CPS Review

CPS’ comprehensive review of lowa'’s hiring practices focused on the recruitment, hiring,
promotion and employee retention processes. Our methodology included the following
steps:

1. Reviewing background information, State policies and procedures, applicant flow
and employment data.

2. Conducting focus group meetings with six departments’ staff and employees to gain
their perspective of the processes. Examining the six department’s documentation
for a representative sample of recently filled positions.

3. Developing and administering questionnaires sent to those departments not
participating in focus group meetings; reviewing results.

4. Developing and administering a survey sent to over 6,500 individuals that had
recently participated in the state recruitment and hiring process; reviewing results.

Recruitment
General Findings

1. While racial minority individuals comprise approximately 7.4 percent of the lowa’s
population and 6.0 percent of the workforce, 12.7 percent of the applications
submitted for employment with the State of lowa over the last three fiscal years are
from minority applicants. The total number of applications from minority applicants
has increased each year over this three-year period.

2. Reviewing the number of applications by Equal Employment Opportunity Job
Category for the last three fiscal years confirms that there is relatively no difference
in the percentage at which applicants identified as minorities and applicants
identified as white applied for positions by job category. The Job Categories with the
lowest percentage of applications regardless of race/ethnicity were for positions in
Protective Services (EEO 04), Skilled Craft (EEO 07), and Service/Maintenance
(EEQS).

3. CPS surveyed individuals who recently participated in the State’s recruitment and
hiring process on their overall satisfaction with the process. On a scale of 1 (very
dissatisfied) to 5 (very satisfied), the average overall rating was 3.13. Respondents
who identified their race as Black or African American were the least satisfied with
the process, with about 15 percent lower satisfaction than respondents who
identified their race as white.

4. Almost 80 percent of applications for state employment submitted their applications
online; this was similar for all races.

O
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Recommendations

1. Identify a Recruitment Coordinator. Recruitment is full-time work that cannot be
done as a sideline. It requires concentrated planning, action and follow-up, and it
requires proactive effort on the department’s part. DAS-HRE is in the process of
hiring a recruitment coordinator. The coordinator would maintain recruitment contact
lists, share best recruitment practices, contract for recruitment advertising, provide
training to departments that do few hires, participate in job fairs or career day
programs, create a comprehensive recruitment packet for prospective applicants
and colleges and universities, and maintain records of recruitment efforts.

2. Require departments to complete a recruitment plan. Requiring departments to
complete a recruitment plan will compel the departments to think through the
recruitment and hiring process, and identify specific recruitment sources.

3. Focus on Targeted Recruitments. Targeted recruitment is a specific effort to
recruit underutilized groups. This recommendation suggests actively recruiting
minorities for all open positions

4. Seek collaborative recruiting relationships with community, academic and
governmental groups to improve outreach and access to employment opportunities
for minority individuals. Participation and support from community groups and
advocacy organizations can help increase the applicant flow of minorities, females
and persons with disabilities.

Screening and Selection
General Findings

1. Areview of applicant flow data for the three-year period FY2004-2006 found that
qualified minority applicants are interviewed less frequently than qualified white
applicants (13.46 percent for minorities and 20.24 percent for whites). This would
result in fewer opportunities to hire minorities and may support the perception of
discriminatory hiring practices.

2. The greatest disparity is between the percent of qualified African American
applicants in the qualified applicant pool and the percent of African Americans who
were hired. While African Americans constituted 6 percent of the total qualified
pool, they represented no more than 2.8 percent of the total hires for the years
FY2004-06. In comparison, whites were 88 percent of qualified applicants, but were
91 percent of the total hires.

3. This statistic appears to arise from the process between the referral step and the
interview step (African Americans were reduced from 5.95 percent referred to 3.47
percent interviewed of the total applicant pool for FY04-06 combined), and the
process between the interview step and the hire decision (African Americans were
reduced to 2.82 percent while whites increased to 91.52 percent). Since the total
rates for whites were consistent at 91 percent for both interviews and hires, it
appears that the actual personnel decisions may create a rebuttable inference of
adverse impact.

O
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4. Departments that have underutilized classes are not required to consider
underutilization in the screening and interview process.

5. The Uniform Guidelines require that organizations keep records that allow it to
determine if its selection procedures are causing adverse impact in employment
decisions.

6. Departments develop their affirmative action plans using state-wide utilization
statistics rather than regional data. This does not allow departments to take into
consideration the differences in the demographics of their particular region.

7. With the exception of the HR Personnel Officers statewide, there are few
professionally trained HR staff in state departments.

Recommendations

1. DAS-HRE and state agency designated staff should work more collaboratively in the
beginning of the planning process to develop a screening plan which specifically
outlines which job-related criteria will be used to assess the knowledge, skills, and
abilities, (KSAs) prior to list certification. Doing so will ensure that departments
receive smaller and more manageable certification lists of the best qualified
candidates, and those candidates not meeting the requirements will not be certified
on eligible lists.

2. DAS-HRE should institute a policy of providing regular and systematic oversight of
state departments to ensure compliance with the policies and procedures outlined in
the Applicant Screening Manual.

3. Departments should exercise caution and carefully evaluate effectiveness when
using resumes and cover letters as an initial assessment tool.

4. When determining which applicants should be interviewed, consideration should be
given to underutilized classes to ensure that minority, female, and disabled
applicants are included in the screening process for job-related criteria.

5. Use regional utilization data in the hiring process.

6. Increase staff resources as needed to more effectively support the volume of
applications processed on any annual basis

7. DAS-HRE should provide regular and mandatory training of all department staff
involved in the hiring process.

Promotion
General Findings

1. Departments use the same process for promotion and non promotional screening
and interviewing.

2. Minorities within state service have a greater desire than whites to retire from state
service; however African Americans indicated that opportunities for advancement

O
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could be improved (66.7 percent on average for minorities versus 46.9 percent for
whites). Similar results were found for training opportunities.

Recommendations

1. Ensure that staff involved in the hiring process receive training on an ongoing basis,
specifically in the development of interview questions and scoring criteria.

2. Job-related examples for each of the rating scales should be defined prior to the
interview process.

3. Ensure that recruitment processes are consistent with the DAS Screening Manual
through annual audit of departmental records and processes.

4. Determine the best use of “All Applicants” certifications for promotional
opportunities. This can be a very useful tool for increasing workforce diversity. If the
goal is to increase diversity, DAS-HRE in collaboration with the hiring authority
should develop a targeted outreach process to ensure that certification lists include
a diverse applicant pool.

5. If a department plans to promote from within, we recommend not using the “All
Applicant” process. This leads to frustration for all of the applicants and can seem to
outside applicants as if they have no chance in getting hired.

Employee Retention and Turnover
General Findings

1. Overall, the State of lowa had an annual turnover rate of 6 percent in FY2006. The
low turnover rate — although highly desirable — results in more limited opportunities
to diversify the workforce.

2. Although some departments have higher turnover in certain classifications (e.g.,
Social Workers, RN’s in the metro areas, and IT), the biggest concern across the
board for most departments is with retirements. In many departments/occupations, a
large percentage of employees have reached or are near retirement age.

3. None of the six departments that we met with consistently conduct exit interviews
with departing employees.

4. Based on data from both the DAS-HRE's Departure Survey and our
employee/applicant survey, minority employees are generally less satisfied than
non-minority employees.

Recommendations

1. Gathering data from a larger base (all employees vs. former employees) would
allow a more detailed demographic and organizational analysis.

2. Although lowa’s overall turnover rate is low, consistently using exit
interviews/surveys can provide useful information about why higher turnover rates

O
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exist in some classifications/occupations, geographic areas/facilities, and
race/ethnic groups.

3. If the State is truly committed to becoming a more diverse employer, we recommend
that the State engage in a concerted effort to heighten awareness of the importance
and benefits of having a diverse workforce.

4. The goal of achieving a more diverse workforce can be enhanced by retaining a
greater percentage of minorities.

Conclusions

1. One of the realities of DAS’ entrepreneurial management model is limited human
resources expertise at the hiring agency level and a lack of resources at DHS-HRE.
This limits the ability of DHS-HRS to conduct oversight of HR processes.
Consequently, responsibility and accountability for hiring has shifted to the hiring
department without the needed guidance and expertise of DAS-HRE.

Personnel Officers are assigned to several departments and have limited time to
provide professional human resource expertise at the departmental level (by design
in the entrepreneurial model, DAS-HRE provides services to customer departments
as requested, but the departments perform the majority of their own human
resource functions). DAS-HRE and the State department-designated staff should
work more closely in the beginning of the planning process to develop a screening
plan which specifically outlines the job-related criteria that will be used to assess the
knowledge, skills, and abilities (KSAs) prior to list certification. DAS-HRE should
institute a policy of providing regular and systematic oversight to State departments
to ensure compliance with the policies and procedures outlined in the Applicant
Screening Manual.

2. The screening processes used in some cases to reduce large certification lists down
to a manageable number of applicants to interview appear to be artificial screens
(i.e., submission of a cover letter and a resume in order to be considered further, or
grammar and spelling errors on the application were used to remove the candidate
from further consideration).

3. DAS-HRE staffing: During our focus group meetings with the hiring departments
(authorities) and in a review of our hiring practices survey, supervisors indicated a
concern about the qualification process conducted by DAS-HRE in the BrassRing
system. Supervisors indicated certification lists had unqualified applicants on the list
and that qualified candidates were screened out of the process. Some managers
and supervisor expressed concern about the quality of the certification lists in
general. We believe this is due to a staffing issue at DAS-HRE. Currently only two
individuals review over 54,170 applications per year (FY2006). Increasing the
staffing in this function will allow more time for a careful review and would in turn
restore confidence in the certification lists.

O
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4. While a review of data and survey results did not uncover any obvious
discrimination or bias in the recruitment process, there are opportunities to improve
recruitment practices to increase diversity in the State of lowa workforce. Our
recommendation to identify a Recruitment Coordinator reflects recognized best
practices and builds on suggestions included in the DAS-HRE Applicant Screening
Manual. The importance of a position dedicated to recruitment will continue to
increase as the competition for qualified workers increases. Potential retirements
and the service expectations of a growing minority population will likely stress the
State’s ability to deliver service.

5. Overall minority turnover was 6.3 percent, which is virtually identical to the state’s
overall turnover rate. However, there is room for better understanding of the
workforce through employee attitude surveys and increased focus on exit interviews
to learn why employees are leaving state service.

6. The State’s applicant tracking system does not track individual people over time, but
rather applications. An individual candidate can apply many times. From the data we
received, we are unable to distinguish which or how many applications belong to
which candidates. Given this issue, it is difficult to identify with any certainty the
exact makeup of the applicant pool, or the actual number of applicants. We
recommend the State review their applicant tracking methods and identify whether
their current system can track individual candidates and their applications over time.

In summary, more Human Resources Enterprise involvement in the hiring process at the
hiring department (authority) level will yield a better human resources program for the State.
The addition of a recruitment coordinator will assist the departments in developing
recruitment plans that will ensure a diverse and qualified applicant pool. Attention to
employee attitudes while employed and when exiting state service will allow the DAS-HRE
to make revisions to their programs and will assist the agencies in retaining a talented,
engaged and diverse workforce.

O
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Background and Project Scope

lowa Department of Administrative Services

In July 2003, the State created the lowa Department of Administrative Services (DAS) as a
way to manage and coordinate the major resources of state government. The DAS mission
is to provide high-quality, affordable infrastructure products and services to lowa state
government customers in a manner that empowers them to provide better service to the
citizens of lowa and support the State of lowa in achieving economic growth. DAS provides
these services through an entrepreneurial management model. Entrepreneurial
management is a customer-focused approach to delivering services.

DAS provides services in four business areas: Human Resources, General Services,
Information Technology, and State Accounting. The customer departments have input
about what services and products they want from DAS and in turn DAS is funded by the
customer agencies that are purchasing DAS services and products. DAS looks to offer new
and additional services (for example recruitment) to various customers on a fee-for-service
basis. A customer council is charged with approving the DAS business plan, establishing
the rate for services, and reviewing service delivery and complaints.

Under this entrepreneurial model, human resource services are provided by DAS-HRE
(Human Resources Enterprise) central staff, 12 DAS-HRE Personnel Officers located at the
customer departments, and customer agency staff. The majority of the recruitment and
hiring functions are done by the customer (hiring) departments and their staff. Applications
for employment are submitted using the BrassRing system with applicants being qualified
by DAS-HRE employees. Since the creation of Human Resources Enterprise, DAS-HRE
has strived to provide human resource tools to the departments. The Screening Manual and
the Supervisor's Manual are just two examples of the resources created for the hiring
departments. They also provide Supervisor Training for newly appointed supervisors.
Larger departments have dedicated staff assigned to human resource activities. The staff at
the departmental level may or may not have a human resources background.

BrassRing

BrassRing is the recently implemented application tracking system for State of lowa
Employment. BrassRing is a component of I/3 (Integrated Information for lowa) — the State
of lowa’s Enterprise Resource Planning (ERP) system. In addition to application tracking,
I/3 supports state financial processes, such as Accounts Payable, Accounts Receivable,
Procurement, General Accounting, Fixed Assets and Budget preparation. Individuals began
submitting applications for state employment using BrassRing in June 2006. BrassRing is
the vehicle to submit applications, resumes, and cover letters for state employment.

9,
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IOWA DAS, HRE Review of State Hiring Practices

Hiring Practice Review

The State of lowa commissioned this review of its hiring practices in response to reports
that the State had paid out about $850,000 in lawsuits involving racial discrimination claims
by nine people against the Departments of Human Services, Transportation, and lowa
Workforce Development. It was also reported that eleven people had filed complaints in
May 2006 with the lowa Civil Rights Commission claiming systemic discrimination at lowa
Workforce Development.

Former Governor Vilsack, responding to these reports, directed the heads of the
Department of Administrative Services (DAS) and lowa Workforce Development to work
with leaders of lowa's African American community and the employee unions to review
state government hiring and promotion practices.

The State formed the Hiring Practices Working Group (see Appendix B for membership) in
response to the Governor’s directive. This group was charged with:

* Reviewing the State’s hiring polices and practices, from recruitment to final
employee selection.

= Making recommendations to the Governor regarding steps that should be taken to
prevent or eliminate racial bias in the State’s hiring process.

= Developing recommendations on immediate steps to increase the diversity in the
State’s workforce.

The lowa Department of Administrative Services contracted with CPS Human Resource
Services (CPS) to complete a review of the State of lowa’s recruitment and hiring practices.

Project Proposal

CPS’ project proposal outlined the following steps for conducting a review of the State of
lowa’s recruitment and hiring practices:

= Reviewing documents (i.e., Human Resource Rules and Regulations, Merit System
Rules and Regulations, and affirmative action processes — see Appendix C).

= Meeting with Hiring Practices Working Group to discuss the review process and to
ensure all of the issues are identified and understood.

= Meeting with Department of Administrative Services — Human Resource Enterprise
(DAS-HRE) staff to gain a comprehensive understanding of the recruitment and
hiring practices and any related issues.

= Reviewing the last three fiscal years of applicant and employment data in the
following areas:

« Baseline Applicant Data (applicant flow)
« Recruitment Data

« Retention/Turnover Data

« Promotion Data

&,
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= Meeting with selected departments and conducting focus groups and interviews to
understand the hiring practices at the department and employee level.

= Distributing a questionnaire to the departments that did not participate in focus
group meetings.

= Developing a web-based survey using Zoomerang online surveys
(www.Zoomerang.com). Administering the survey to individuals who have recently
participated in the State’s hiring process.

= Preparing a draft report based on the analysis of the data, meetings with state
employees, results from departmental questionnaires, and results of the Zoomerang
survey. Sharing the draft report with DAS-HRE staff.

* Preparing a final report that will include the results of the review and
recommendations. Meet with Hiring Practices Working Group to discuss the final
report.

Scope Limitations

The foundation for this review of the recruitment and hiring practices is applicant flow,
promotion, and retention/turnover data provided by DAS-HRE.

This review is focused on positions filled through the merit system. The review did not
include:

» Positions at state universities and community colleges.

= At-will or non-merit positions such as Governor appointments, limited-term or
temporary positions.

= Positions filled through recall (lay offs).
= Positions filled under collective bargaining agreements, such as transfers.

This review is further focused on the recruitment and hiring practices as it relates to
racial/ethnic minorities. The impact of these practices as they relate to gender, age and
persons with disabilities was not within the scope of this review.

Parallel to our review of the recruitment and hiring practices is a review of eleven
discrimination complaints. The Rose and Rose P.C. law firm based in Washington, D.C.
was hired to investigate these complaints; the results of their investigation are not part of
this report.

Considerations

We found a number of issues regarding lowa'’s applicant and employee data which require
consideration in conducting the hiring review:

= The database system the State uses to track applicant data and the system used to

track employee/payroll data are separate. In addition, each system’s records consist
of different fields. As a result, it is extremely difficult to relate information across the
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two systems. For example, we found it prohibitively difficult to extract data on
promotions (applicants who were hired and therefore whose records reside in the
payroll system) along with the data associated with those who applied for the same
position but who weren't hired (whose records reside in the applicant database).

= The applicant tracking system does not track individual people over time, but rather
applications. An individual candidate can apply many times. From the data we
received, we are unable to distinguish which or how many applications belong to
which candidates.

= The data in the Applicant Status code field is not static. In other words, as an
application moves through the process, the data in this field is replaced with the
information that is most current for that application. In this way, the history of the
steps that application went through is lost.

= Many fields in the applicant system contain multiple pieces of information, making it
difficult to accurately query against the data.

= The coding for certain fields appears to be ambiguous. For example, for the
Applicant Status code, it is not completely clear which codes would belong to the
major applicant status categories (Qualified, Referred, Interviewed, Hired). It is
unclear when querying against this field for any of these categories whether the
codes are categorized consistently.

The CPS Project Team

The CPS Project Team that conducted the review of the State’s recruitment and hiring
practices included experienced and senior-level consultants with expertise in providing
human resources management services to public agencies. Connie Champnoise, working
out of CPS’ Madison, Wisconsin office, served as overall project director as well as a
member of the team. Ms. Champnoise was assisted by Brian Hanke, Charlene Harris, and
Mike Masternak. Peter Janick was also available as technical advisor. CPS’ approach was
to conduct a thorough review of the hiring practices based on the areas identified as
concerns by the Hiring Practices Working Group (i.e., recruitment, selection,
retention/turnover and promotion).
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Methodology

CPS’ comprehensive review of lowa’s hiring practices focused on the recruitment, hiring,
promotion and employee retention processes. Our methodology included the following
steps:

1. Reviewing background information, State policies and procedures, applicant flow
and employment data.

2. Conducting focus group meetings with six departments’ staff and employees to gain
their perspective of the processes. Examining the six department’s documentation
for a representative sample of recently filled positions.

3. Developing and administering questionnaires sent to those departments not
participating in focus group meetings; reviewing results.

4. Developing and administering a survey sent to over 6,500 individuals that had
recently participated in the state recruitment and hiring process; reviewing results.

CPS met with DAS-HRE staff to get an overview of recruitment and hiring practices. CPS
also met with the Hiring Practices Working Group to discuss the project methodology,
answer the Group’s questions, and gain a comprehensive understanding of the Group’s
concerns. DAS-HRE staff also provided a demonstration of BrassRing, the State’s new
web-based application submission and tracking system
(http://das.hre.iowa.gov/iowa.jobs.html).

Step 1 — Review

CPS began its research by reviewing relevant articles in The Des Moines Register,
documents, data, and web-site references provided by DAS-HRE (see Appendix C for a list
of State resources). Documents and data reviewed included:

= Application flow data for FY2004-06

= Length of service data for FY2006

= Employee Separations data for FY2002-06
= Promotions data for FY2006

= Human resource rules and regulations

= Merit system rules and regulations

= Affirmative action plans

= State of lowa Applicant Screening Manual
= State of lowa Competency Guide

= Selective Lists

= State of lowa Managers and Supervisors Manual
= State of lowa Application Process
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DAS Administrative Rules
Underutilized job class lists

DAS-HRE provided three fiscal years (FY04, FY05, and FYO06) of applicant flow records,
including the following fields (see Appendix D for a code key for applicant flow fields):

Year

Location

Department

EEO-4 Category

Requisition Number

ST/ACTN Code (Applicant Status Code)
Race

Intra Prom List (y/n)

Inter Promo List (y/n)

Non Promo List (y/n)

Step 2 — Meet with Staff

CPS conducted focus group meetings with select departments and employees to gain their
perspective of the recruitment and hiring process. We selected six departments based on
the following criteria:

Number of employees (the six largest departments, equaling 63 percent of the
State’s employees).

Applicant activity (60 percent of the State’s applicants were to these six
departments).

Hiring activity (70 percent of the State’s hiring took place in these six departments).
Recommendations from Hiring Practices Working Group.

The departments we selected to meet with included:

S e oA

Revenue

Natural Resources
Transportation
Corrections
Human Services
Public Safety
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CPS developed a department recruitment and hiring practices questionnaire. In the six
selected departments, we distributed the questionnaire to department heads or their
designee, staff involved with making department hiring decisions, and a group of newly
hired employees. We then conducted focus groups with each of these three groups to
discuss their responses to the questionnaires. In addition, CPS requested and received
copies of the department’s documentation for a representative sample of recently filled
positions. The CPS project team reviewed 56 closed requisition files.

Step 3 — Administer Departmental Questionnaire

CPS used the information gathered from the focus groups to develop and a refine a
departmental questionnaire that we sent to all departments not participating in the
interview/focus group meetings. Twenty-four departments responded. See Appendix E for a
copy of the departmental questionnaire and Appendix F for the survey results.

Step 4 — Administer Applicant Questionnaire

CPS developed a 24-question survey for job applicants who had recently participated in the
State hiring process. The survey was developed in Zoomerang, a third party web-based
survey tool (www.zoomerang.com — see Appendix G for a copy of the survey). We emailed
an invitation to take the survey to 4,817 applicants who either selected email as their
preferred contact, or did not indicate a preferred method of contact and supplied an email
address.

We mailed a hard copy version of the Zoomerang survey to 1,711 applicants (see Appendix
H) who selected the US Postal Service as their preferred contact, and those applicants who
did not have a preferred contact and did not provide an email address. Completed surveys
were returned to CPS; CPS staff keyed responses from the hard copies into the Zoomerang
tool in order to analyze all survey results together.

The total number of surveys emailed or mailed was 6,528. The overall survey response rate
was 28 percent (1,835 / 6,528); 1,479 surveys submitted via Zoomerang and 365 surveys
submitted by hard copy

The Zoomerang survey contained several opportunities to provide open-ended comments.
For example, Question 13 asks, “Do you have any additional comments on the timing of the
recruitment and process?” Over 500 comments were listed. Question 20 asked applicants,
“How could the State of lowa have improved your experience with the recruitment and
hiring process?” Over 900 responses were listed.

The survey also provided applicants an opportunity to list their contact information if they
were willing to be contacted for clarification or elaboration on any of their responses. Almost
300 applicants indicated a willingness to be contacted. Because of this overwhelming
response, not every applicant could be contacted. CPS focused on contacting all of the
minority respondents and a sample of other respondents that indicated their willingness to
be contacted.

&,
&,
*.0.9
’Q\Jf‘IS Human Resource Services 15


http://www.zoomerang.com/�

IOWA DAS, HRE Review of State Hiring Practices

See Appendix | for a complete summary of the applicant survey responses received via
Zoomerang.

The final steps in this project are preparation of draft and final reports based on the analysis
of the data, meetings with state employees, results from departmental questionnaires, and
results of the Zoomerang survey. Subsequently, CPS will meet with DAS-HRE and the
Hiring Practices Working Group to present the report and discuss the findings and
recommendations.
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Population, Workforce and Underutilization

To adequately understand the opportunities for minority recruitment and hiring it is
important to know the race/ethnic representation in the population and workforce.

The 2000 U.S. Census indicated that lowa’s population was 2,926,324. According to this
census, 92.6 percent of lowa’s population identified their race as white (alone). The non-
white alone or minority population (including Black or African American, Asian, Native
Hawaiian or Pacific Islander, Hispanic or Latino, American Indian or Alaska Native, two or
more races, or some other race) was 7.4 percent. It can be confusing when trying to add up
the individual racial categories to 100 percent because individuals completing Census 2000
forms were allowed to check more than one racial category, consequently the category of
two or more races. Also individuals were able to indicate if they were of Hispanic or Latino
origin. Because the federal government regards race and Hispanic origin as two separate
concepts, Hispanics may be in any racial group. The non-white alone population was the
7.4 percent. lowa ranked 47th of the 50 states in terms of minority population as a
percentage of total population. lowa’s neighboring states also have small minority
populations, Wisconsin, Minnesota, Nebraska, South Dakota have minority populations of
about 12 percent, while Missouri had a minority population of 16.2 percent, and 32.2
percent of lllinois’ population identified themselves as minorities in the 2000 U.S. Census.

It should be noted that lowa’s minority population is not uniformly located throughout the
State or its 99 counties. Over a third of lowa’s counties have minority populations of 2
percent or less. Several counties did have significant higher minority population including
Buena Vista County (17.9%), Woodbury County (16.4%), Muscatine County (14.3%),
Louisa County (13.6%), Polk County (13.6%), Scott County (13.4%), Black Hawk County
(12.3%), Marshall County (11.9%), and Johnson County (11.2%).

Workforce and Underutilization

Population statistics can provide some insight about the labor pool, but population does not
provide the most accurate estimate of people looking for work and therefore candidates for
State of lowa employment. State-wide Census labor pool data indicated that 6.0 percent of
lowa’s workforce identified themselves as a minority.

When the availability of females, minorities, and persons with disabilities within the relevant
labor market pool is below the percentages of those groups present in the work force, the
work force is considered underutilized. DAS-HRE does not use the 6.0 percent figure alone
to set any affirmative action/underutilization goals. These goals are set by also integrating
EEO Occupational Code and Job Category data into the calculations. For lowa
Departments with state-wide operations, their workforce goals are based on state-wide
data.
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Recruitment

Recruitment is commonly defined as the process of finding possible/qualified candidates for
a job. The recruitment process actually begins when the vacancy occurs and decisions are
made regarding filling the vacancy and reviewing the position description, competencies,
and minimum qualifications. At the State of lowa, recruitment is a bifurcated responsibility of
the Department of Administrative Services — Human Resources Enterprise (DAS-HRE) and
the Hiring Departments with the Hiring Department having the primary responsibility.

Current Process

DAS-HRE has drafted an Applicant Screening Manual (see Appendix C). Chapter 4 of the
manual is dedicated to the Recruitment Process and includes tips for finding and attracting
qualified candidates, drafting the State of lowa vacancy announcement (job
announcement), and contact information for colleges and universities. Table 2 below
summarizes the recruitment process as described in Chapter 4:

Table 2: Current lowa DAS-HRE Recruitment Process

Process Step Primary ResponsibilityJr

Develop and draft Administrative Rules for the
hiring process; draft standards, manuals,
forms, and publications; produce DAS-HRE
underutilization reports; maintain application
submission and tracking system

Determine whether vacancy can be filled and
how it can be filled; review budget and
collective bargaining agreements; review the
relevant labor force and identify recruitment
sources; confirm whether or not the position is
in an underutilized job class*

Hiring Department

Establish recruitment and hiring time frame,
announcement timing and advertising costs, Hiring Department with DAS-HRE consultation
and Hiring Department contact person

Define the job and update Position

Description Questionnaire (PDQ) as needed Hiring Department with DAS-HRE consultation

Establish and validate the competencies

required to perform the job Hiring Department with DAS-HRE consultation

Determine the application and selection
process; decide if resumes and/or cover
letters will be required, what screening tools
will be used, and interview questions

Hiring Department with DAS-HRE consultation
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Process Step

Primary ResponsibilityJr

Develop vacancy announcement and
recruitment ads; decide whether the vacancy
will be posted externally or intra-agency;
determine if applicants will be required to
submit a cover letter and resume to hiring
department in addition to submitting
application materials to DAS-HRE

Hiring Department

Post the vacancy information

DAS-HRE post vacancy announcements on its
BrassRing web-based system

Distribute recruitment announcements and
advertise vacancies

DAS-HRE and Hiring Department both participate
in recruitment activities, with primary recruitment
the responsibility of the Hiring Department.
Advertising is a common part of the recruiting
process and may include newspapers, professional
publications, at a job center, through campus
interviews, job fairs, and community organizations.

Receive and log in applications

DAS-HRE receives all applications (and other
related materials as requested) either on paper or
through BrassRing web-based system. When
required, a paper copy of the application materials
is sent by the applicants to the Hiring Department.

Qualify applicants for a vacant position based
on minimum qualifications for the job

Classification, and meeting Selective DAS-HRE
requirements, or responses to qualifying

guestions

Send a list of applicants eligible for hiring DAS-HRE

consideration to Hiring Departments

Screen qualified applicants referred to them
by DAS-HRE

Hiring Department

Conduct interviews, complete reference and
background checks, and make hiring
decisions

Hiring Department

"DAS-HRE is available to provide assistance to the Hiring Departments at any step in the process. In
addition DAS-HRE has Personal Officers that are each assigned to provide human resources
support and consultation to one or more Hiring Departments.

* The supervisor needs to be aware whether the job class is underutilized before starting the hiring
process, so that targeted recruitment of qualified candidates within the underutilized groups can be
undertaken, if necessary. Chapter 7, page 36 of the lowa Applicant Screening Manual
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Department of Administration’s Role in Recruitment

Department of Administration Rule Chapter 54 and Chapter 19B of the 2007 lowa
Code/Statutes provide direction on DAS-HRE's role and responsibilities in the
administration and promotion of equal opportunity and affirmative action in recruitment and
hiring.

DAS Administrative Rule Chapter 54" lists requirements for the recruitment process.
Chapter 54 requires positions to be open for a minimum of ten days and recruitment
announcements to be posted publicly, recruitment may be limited to a specific geographic
area or a specific selective background area or both, and announcements shall specify the
job title, vacancy number, salary range, location, method for making application, closing
date for receiving applications, minimum qualifications, and any selective requirements, and
all announcements must include a statement indicating that the State of lowa is an
affirmative action and equal employment opportunity employer.

According to Chapter 19B of the 2007 lowa Code/Statutes? the Department of
Administrative Services is responsible for the administration and promotion of equal
opportunity and affirmative action efforts in the recruitment, appointment, assignment, and
advancement of personnel by all state agencies except the state board of regents and the
institutions under its jurisdiction. In carrying out this statutory mandate, DAS is directed to
do the following:

= Designate a state affirmative action administrator.

= Propose affirmative action standards applicable to each state agency based on the
population of the community in which the agency functions, the population served by
the agency, or the persons that can be reasonably recruited.

= Gather data necessary to maintain an ongoing assessment of affirmative action
efforts in state agencies.

= Monitor accomplishments with respect to affirmative action remedies identified in
affirmative action plans of state agencies.

= Establish a state recruitment coordinating committee to assist in addressing
affirmative action recruitment needs.

= Address equal opportunity and affirmative action training needs of all state
agencies.

= Coordinate and develop equal employment opportunity reports.

DAS-HRE provides leadership in the recruitment and hiring process by writing and
distributing a comprehensive Applicant Screening Manual (see Appendix C) that provides
guidelines and standards, step-by-step instructions, a hiring checklist, recall and labor

! http://www.legis.state.ia.us/ACO/IAChtmI/011.htm#chapter 11 54, DAS Administrative Rule
g:hapter 54, Recruitment, Application and Examination.

http://nxtsearch.leqgis.state.ia.us/NXT/gateway.dll/2007%20lowa%20Code/2007code/1/2/1555/15587?
f=templates$fn=defaultURLQueryLink.htm$qg=[field%20folio-destination-

name:'ch 19B"$x=Advanced

2007 lowa Code/Statutes, Chapter 19B, Equal Opportunity and Affirmative Action.
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contract requirements, and sample forms for the recruitment and hiring process. All merit-
covered vacant positions are advertised on the DAS-HRE website. Some positions may be
advertised through The Des Moines Register, in community-based newsletters, in
professional organization or trade publications, and at regional college and university career
centers. Most positions are recruited for and filled locally, while vacant positions in pay
grade 21 and higher may be advertised at the statewide, regional or national level.

Findings
Number of Applications by Race/Ethnicity

While racial minority individuals comprise approximately 7.4 percent of the lowa’s
population and 6.0 percent of the workforce, they have submitted 12.7 percent of the
applications for employment with the State of lowa over the last three fiscal years. The total
number of applications from minority applicants has increased each year over this three-
year period. The number of applications from Black or African American and
Hispanic/Latino applicants has been consistent with this overall annual increase (see Table
3 below).

Table 3: Number of Applications by Race/Ethnicity

. American
Blacki Asian/ Hispanic/ Indian/ Un-
FY African Pacific pe e White Total
. Latino Alaska specified
American Islander -
Native

FY2004 1,952 900 779 274 490 29,027 33,422
FY2005 2,352 1,058 984 386 448 38,183 43,411
FY2006 3,909 862 1,290 496 451 47,162 54,170
Total 8,213 2,820 3,053 1,156 1,389 114,372 | 131,003
Per Cent
of Total 6.3% 2.1% 2.3% 0.9% 1.1% 87.3% 100%
Applications

Note: The number of applications is not equal to the number of individuals/applicants; individuals may submit

numerous applications and commonly do.
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Number of Applications by Equal Employment Opportunity Job Category

Reviewing the number of applications by Equal Employment Opport