
[image: image1.png]



Advanced Step Placement Analysis/Worksheet
Advanced step placements may be authorized upon

· Initial appointment;

· Appointment of a current employee to a lower class not in the same class series; or

· Promotion of a current employee to a new job class under 2 AAC 07.331.  This provision is not applicable to employees covered by a collective bargaining agreement.
Advanced step placement is an exception to the normal rate of pay and must be approved by the Director of the Division of Personnel or by the department human resources staff member to which this authority is delegated prior to the effective date of appointment. Under no circumstances should the hiring manager promise the selected applicant any step other than step A at time the job offer is made, unless a higher step has already been approved.   For advanced step placement to be considered, the scope of recruitment must have been open to Alaska Residents or All Applicants. 
	Appointee Information

Name of Appointee:       
Is the appointee a current State of Alaska employee?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No


If yes, list Department name:      

If yes, list the job class title:      

If yes, list the bargaining unit:      
Projected appointment date:      
Requested Step Placement:       

	Position/Recruitment Information

Department/Division:      
Job Classification:      
Position Control Number (PCN):      
Recruitment Identification #:      
Dates of Recruitment:       through      
Scope of Recruitment (Alaska Residents or All Applicants):      
Supervisor Name and Phone:      
Primary Hiring Manager Name and Phone:      
Requestor Name and Phone:      



Section I - Type of Advanced Step Placement Request
	 FORMCHECKBOX 
 Yes /  FORMCHECKBOX 
No


	1.  Is your request for advanced step placement based solely on exceptional qualifications?  

· Exceptional qualifications are demonstrated when the selected applicant’s qualifications (training, education and/or experience), as documented in his/her application package, are substantially above those required to meet the minimum qualifications for the job class, significantly exceed the qualifications of all the other qualified applicants, and will be of particular benefit in the position. 
· When exceptional qualifications are present, for each complete year of experience at a level higher than that required to qualify for the job class and/or for each earned and related college degree above the degree requirement, one step above A, and up to D, may be authorized. In no case is a step beyond step D authorized based solely on exceptional qualifications.


If yes, you must complete Section II.



	 FORMCHECKBOX 
 Yes /  FORMCHECKBOX 
No


	2.   Is your request for advanced step placement based solely on recruitment difficulties?  

· Recruitment Difficulties for a position is defined as a recent (within 90 days of the recruitment closing) competitive recruitment producing fewer than five qualified, eligible and available applicants.  
· When difficulty in recruiting is the sole reason for considering advanced step placement, steps up to and including D may be authorized.


If yes, you must complete Section III.  


	 FORMCHECKBOX 
 Yes /  FORMCHECKBOX 
No


	3.   Is your request for advanced step placement based on recruitment difficulties and exceptional qualifications? 
· When recruitment difficulties and exceptional qualifications, as defined in blocks 1 and 2, exist together, a step up to and including the final merit step in the range may be considered in accordance with the applicable collective bargaining unit agreements or personnel rules, whichever is applicable. 
· Neither exceptional qualifications nor recruitment difficulties can be used as a basis for granting pay increments.

If yes, you must complete Sections II and III.


	 FORMCHECKBOX 
 Yes /  FORMCHECKBOX 
No


	4.  Are you requesting advanced step placement under Personnel Rule 2 AAC 07.331 due to the promotion of a current employee to a new job class?
· Advanced step placement under 2 AAC 07.331 may be granted if exceptional qualifications or recruitment difficulties exist as defined in blocks 1 and 2.      

· For positions covered by a collective bargaining agreement, a letter of agreement is required.  Requests for a letter of agreement will be entertained only when extremely compelling circumstances are present.  Requests of this nature must be in writing from the employing division director or agency head with a copy of this analysis/worksheet attached. Requests must be submitted to the Director of the Division of Personnel.
If yes, you must complete Sections II, III and IV.



Section II – Appointee’s Exceptional Qualifications
In the segment below, list and describe the job(s) that represent the training, education and/or work experience of the selected appointee that is above the level required to meet the minimum qualifications for the job class, and significantly exceeds the qualifications of other qualified, eligible and available applicants.  
	Number of years of experience above the level needed required to meet the minimum qualifications:       years

Number of years of training, education and/or experience that would be of particular benefit in the position:        years

     



Continuation of Section II - All non-selected qualified, eligible and available applicants
In the segments below, briefly describe each qualified, eligible and available applicant’s qualifications (training, education and experience) as documented in his/her application package.  Description should be no more than two/three sentences.  This section should not describe how other applicants are not ideal for the position. Note: Do not include names of those applicants who have withdrawn their interest in the position, declined the position, or did not meet the minimum qualifications for the job class.
	Applicant Name
	Training, Education and Experience summary

	     

	     

	     

	     


	     

	     

	     

	     


Additional applicant information may be provided in a separate attachment.

Section III – Recruitment Difficulties
Recruitment Difficulties for a position is defined as recent (within 90 days of the recruitment closing) competitive recruitment producing fewer than five qualified, eligible and available applicants.  In the space provided below, please list the number of generated applicants from this specific recruitment, and the names of the qualified, eligible and available applicants.  

	Number of qualified, eligible, and available applicants:      
Names of these applicants:      


Section IV – Recruitment/Advertising Methods Used

This section must be completed if requesting Advanced Step Placement under 2 AAC 07.331.
	     



	To be completed by the Division of Personnel or department human resources approving authority:
Name of selected appointee:       

Job class title:        PCN:      
 FORMCHECKBOX 
 Approved   FORMCHECKBOX 
 Disapproved
Justification:   FORMCHECKBOX 
 Recruitment Difficulties    FORMCHECKBOX 
  Exceptional Qualifications    FORMCHECKBOX 
 Both

Up to Step Placement       Authorized.
Approving Authority Signature
                                       Printed Name and Title



                                       Date
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