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CATEGORY SEVEN: Human Resource         

Management

 Key Objectives for Today’s Webinar is to:

 Review each standard under the Human Resource Management category.

 Review guidance on how to meet each standard.

 Discuss results in report of OEO’s first review period, which reflect the 
percentage of agencies that met the Human Resource Management 
standards.

 Discuss areas of concern with regard to why some agencies fail to meet the 
standards.

 Provide suggestion on documentation to validate that standards have been 
met.



CATEGORY SEVEN: Human Resource         

Management

 There are nine standards that make up the Human Resource 

Management Category, addressing both public and private agencies.



Guidance:
• Note that the review needs to have occurred at some point during in the past five calendar years. 
• There is no requirement that the attorney be paid, but should be a currently practicing attorney.
• Final reviews by attorneys on the board or on staff are not recommended, but are not disallowed.
• Agencies may choose to work with human resource professionals (such as HR consultants) and others (such 

as attorneys on staff or on the board) to develop and/or update personnel policies prior to the legal review 
to minimize cost.

• Note that not all attorneys are familiar with Human Resource issues. Thus, agencies are encouraged to use 
attorneys with expertise in HR, employee relations, labor relations, etc.

Standard 7.1 Private: The organization has written personnel policies that have been         

reviewed by an attorney and approved by the governing board 

within the past 5 years. 

Standard 7.1 Public:  Not applicable: Local governmental personnel policies are outside 

of the purview of the department and the tripartite board/ advisory 

body, therefore this standard does not apply to public entities.



70% of Agencies are currently meeting 

Standard 7.1

Area of Concern

 Policies were approved by the 

board, but not reviewed by an 
attorney. 

Suggested Documentation

 A statement or invoice from the 

attorney reflecting the review.

 Board agenda.

 Board meeting minutes.



Guidance:
• The Handbook may be made available in electronic form (such as on the agency intranet, on a shared server, 

or distributed via email) or print formats.
• The process for notification of changes is up to the individual organization.
• Agencies are encouraged to have staff sign off that they have received and read the Employee Handbook.

Standard 7.2 Private: The organization makes available the employee handbook (or 

personnel policies in cases without a handbook) to all staff and 

notifies staff of any changes. 

Standard 7.2 Public:  The department follows local governmental policies in making 

available the employee handbook (or personnel policies in cases 

without a handbook) to all staff and in notifying staff of any changes.



85% of Agencies are currently meeting 

Standard 7.2

Area of Concern

 No system in place to notify or inform 

employees of changes to employee 

handbook or personnel policies and 

procedures.

 No clear documentation that staff are 

notified.

Suggested Documentation
 A physical or electronic copy of the 

Personnel Policies, including the 
signatory page.

 A process or procedure document for 
staff communication. 

 Documentation of location and 
availability of personnel policies.

 Samples of agency communication of 
policy change notification to staff.



Guidance:
• This references job descriptions for each type of position, not each staff person.
• To meet the Standard, job descriptions may include date of last review/update; the Standard does not 

require changes when descriptions are reviewed.
• The time frame is defined as within the past 5 calendar years.

Standard 7.3 Private:  The organization has written job descriptions for all positions, which 

have been updated within the past 5 years. 

Standard 7.3 Public: The department has written job descriptions for all positions. Updates 

may be outside of the purview of the department. 



71% of Agencies are currently meeting 

Standard 7.3

Area of Concern

 No clear documentation of when job 

descriptions were reviewed and/or 

updated.

 Provide a cross section of agency 

wide job descriptions.

Suggested Documentation

 Add Revised/Reviewed date on job 

descriptions.



Guidance:
• There is no specific appraisal tool required to be used.
• This may be accomplished through a committee (such as executive or personnel committee) or the full 

board. However, the full board should receive and accept via board vote the appraisal, with the acceptance 
reflected in the board minutes.

• The approval of the performance appraisal is often done in conjunction with setting the CEO compensation.

Standard 7.4 Private:   The governing board conducts a performance appraisal of the 

CEO/executive director within each calendar year. 

Standard 7.4 Public:   The department follows local government procedures for 

performance appraisal of the department head. 



53% of Agencies are currently meeting 

Standard 7.4

Area of Concern

 No clear documentation that 

Governing Board conducts a 

performance appraisal of the 

CEO/Executive Director.

Suggested Documentation

 Board minutes reflecting that 

evaluation took place.

 Official board communication to the 

executive or to the agency.

 Executive employment contract.



Guidance:
• The full board should review and approve the total compensation at a regular board meeting and have it 

reflected in the board minutes.
• This includes salary, fringe, health and dental insurance, expense/travel account, vehicle, etc.
• As a point of reference, the 990 asks: Did the process for determining compensation of the following 

persons include a review and approval by independent persons, comparability data, and 
contemporaneous substantiation of the deliberation and decision?...and if yes, describe the process.

• The compensation review and approval often happens in conjunction with the CEO performance appraisal.

Standard 7.5 Private: The governing board reviews and approves CEO/executive 

director compensation within every calendar year. 

Standard 7.5 Public:  The compensation of the department head is made available 

according to local government procedure. 



47% of Agencies are currently meeting 

Standard 7.5

Area of Concern

 No clear documentation supporting 

governing board review or approves 

CEO/Executive Directors compensation.

Suggested Documentation

 Board minutes.

 Board by-law, policy and /or procedures 

for executive performance and pay.  

 Market data collected for compensation 

comparison. 

 Official board communication to the 

executive or to the agency.



Guidance:
• The Standard calls for a policy and process being in place. 
• It is recognized that it is best practice to have annual reviews for every employee, but the Standard is 

not intended to imply that 100% of employees must have an annual review.  This caveat is noted given 
normal business conditions that may impact individual employees at any given time, e.g. timing of 
resignation/dismissal, FMLA leave, seasonal, etc.

Standard 7.6 Private:  The organization has a policy in place for regular written evaluation 

of employees by their supervisors. 

Standard 7.6 Public:  The department follows local governmental policies for regular 

written evaluation of employees by their supervisors. 



94% of Agencies are currently meeting 

Standard 7.6

Area of Concern

 No clear documentation of 

employees evaluation by their 

supervisor.

Suggested Documentation

 Documented evaluation form signed 

by employee and supervisor.



Guidance:
• Once the whistleblower policy is approved and in place, there is no requirement for additional review 

under this standard. It is good policy for boards to periodically review their whistleblower policy to 
ensure that they are operating in compliance with it.

• This would be met through a vote by the board at a regular meeting and noted in the minutes.
• Many organizations incorporate their whistleblower policy into their personnel policies or employee 

handbook. If not included, the Whistleblower policy should be made available to staff via other means.

Standard 7.7 Private:  The organization has a whistleblower policy that has been 

approved by the governing board.

Standard 7.7 Public:  The department provides a copy of any existing local government 

whistleblower policy to members of the tripartite board/advisory 

body at the time of orientation.



79% of Agencies are currently meeting 

Standard 7.7

Area of Concern

 No clear documentation of written 

whistleblower policy.

 Agency had policy but no clear 

documentation of the policy being 

reviewed and approved by 

Governing Board.

Suggested Documentation

 Whistleblower Policy.

 Board agenda.

 Board meeting minutes.



Guidance:
• There are not curricula requirements for the orientation; it is up to the organization to determine the 

content. This may be met through individual or group orientations, and documented in personnel files.
• The date of hire is considered to be the first day the employee works at the organization.

Standard 7.8 Private:  All staff participate in a new employee orientation within 60 days   

of hire.

Standard 7.8  Public:  The department follows local governmental policies for new 

employee orientation.



76% of Agencies are currently meeting 

Standard 7.8

Area of Concern

 No clear documentation supporting 

new employee orientation.

Suggested Documentation

 Attendees list or sign-in sheet.

 Communication such as copy of 

memo or email reflecting dates, times 

and locations orientations were held. 



Guidance:
• There are no specific requirements for training topics, with the exception of ROMA (or comparable 

system if one is used and approved by the State).
• This standard may be met through in-house, community-based, conference, online and other training 

modalities.  Agencies may conduct their own training in-house, or may make online or outside training 
available to staff.

• This should be documented in personnel files.

Standard 7.9 Private:  The organization conducts or makes available staff develop/training     

(including ROMA) on an ongoing basis.

Standard 7.9 Public: The department conducts or makes available staff development/training 

(including ROMA) on an ongoing basis.



94% of Agencies are currently meeting 

Standard 7.9

Area of Concern

 No clear documentation supporting 

trainings.

Suggested Documentation

 Sign-in sheets.

 Agendas.

 Invoices from training consultants.




