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SUBJECT: TESTING, CERTIFICATION, AND ELIGIBILITY LISTS

PURPOSE:

To provide a fair and equitable process to determine whether applicants possess the
knowledge, skills, and abilities to perform the duties of the position for which they are
applying and, if so, to provide a process consistent with merit principles so eligible
candidates can be referred to departments based on their relative knowledge, skills and
abilities.

POLICY:

%

Testing:

The Human Resources Department shall be responsible for the administration of
competitive examinations as necessary to determine applicants’ qualifications and
shall do so without regard to race, religion, color, national origin, ancestry, age,
disability, medical condition, marital status, sex or sexual orientation. All tests shall
be carried out in accordance with merit principles and in compliance with applicable
State and Federal laws/regulations.

The Human Resources Department shall, after consulting with affected
departments, determine the appropriate means of examining applicants and shall
administer and/or coordinate the process. All parts of any testing procedure shall
be conducted in accordance with accepted merit principles, EEOC guidelines on
employee selection, and applicable Federal and State law, and only as authorized
by the Human Resources Director. The Human Resources Director shall have the
authority to revoke, cancel or nullify the results of any or all portions of any testing
procedure which do not have such authorization or are not in accordance with the
criteria set forth above. The Human Resources Department determines the content
and combinations of tests to be used, the weights assigned each test, and the
passing point or qualifying score.

Steps in the selection process may include any of the following:
a. Screening of employment applications for minimum qualifications.

b. Further screening of applications and/or supplemental questionnaires or
documents for job-related qualifications.
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