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The Department of Natural Resources hires the best-qualified staff as efficiently as possible within 
Missouri’s laws and regulations.  
 
The Department will include diversity considerations in hiring processes and all hiring decisions and seek 
to increase minority representation in job classifications that have been identified as underutilized in 
MoDNR’s Workplace Diversity Plan (formerly Affirmative Action Plan) http://n-
nr1ntra.ads.state.mo.us/das/hr/hiring-promotions/documents/2015%20Summary%20AAP.pdf. 
 
Discrimination against any person because of age, ancestry, color, disability, genetic information, 
military/veteran status, national origin, pregnancy, race, religion or sex (including sexual orientation and 
gender identity) is prohibited. 
 
A truthful application and information is expected of those interested in employment with the Department 
of Natural Resources, either as new employees or for employment in a different position. If a potential 
candidate is untruthful in either the application materials or interview, that candidate may no longer be 
considered for employment for that position. If a current employee is untruthful in either the application 
materials or interview, discipline or dismissal may occur depending on the severity of the situation. 
 
The Department does not utilize the option to transfer staff from other departments for filling a vacancy 
(inter-agency transfer). However, the Department will reemploy staff from other agencies. If selected, 
these employees will be reemployed by the MoDNR in a probationary status consistent with the job 
classification.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://n-nr1ntra.ads.state.mo.us/das/hr/hiring-promotions/documents/2015%20Summary%20AAP.pdf
http://n-nr1ntra.ads.state.mo.us/das/hr/hiring-promotions/documents/2015%20Summary%20AAP.pdf
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DEFINITIONS 
 
Affinity: A relationship by marriage. 
 
Allocation: Assignment of a position to an appropriate class or multiple classes based on duties, authority 
and responsibilities of the position. 
 
Appointment: Hiring an employee. 
 
Appointing authority: A person with the authority to approve hiring staff and to approve or deny other 
personnel related transactions. In the Department, the appointing authority to direct personnel action is the 
Human Resources Program Director. 
  
Broad-banded positions: Job class specifications for broad-banded classifications encompass a wide 
spectrum of management positions in generic and agency-specific job classes. Manager positions in 
broad-banded job titles are paid using a three-level, pay grid without steps. 
 
Candidate: A person applying for a job with the Department. 
 
Career progression promotion: Promotion of an employee in regular status based upon prescribed 
conditions. 
 
Certificate: A list of names of eligible candidates for a job vacancy provided by the Office of 
Administration’s Division of Personnel. A certificate is a subset of a register. 
 
Class: Group of positions subject to the law sufficiently alike in duties, authority and responsibility to 
justify the same class title and qualification and the same schedule of pay for all positions in the group. 
 
Classified employee: An employee hired in a position covered by the Merit System rules and regulations 
which relate to selection, appointment, pay, tenure and dismissal.  
 
Cohabit: To live together. 
 
Competitive: A test and/or review of education and experience for positions in a particular class, 
admission to which is open to all applicants who meet the stated minimum qualifications.  
 
Consanguinity: A relationship by blood. 
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Criminal record review: A search into the documentation of a person’s convictions for offenses against 
local, state and federal law. For the Department of Natural Resources, the minimum criminal record 
review is from the Missouri Highway Patrol’s MACHS system. 
 
Demotion: An employee changes from a position in one class to a position in another class that is 
assigned a lower pay range. 
 
Direct supervision: The immediate supervisor exercising line chain of authority, or any superior in the 
line chain of authority. 
 
Emergency appointment: A maximum 90-day appointment to a position without prior approval of the 
director of the Office of Administration’s Division of Personnel when an emergency makes it necessary to 
fill a position immediately in order to prevent stoppage of public business or loss, hazard or serious 
inconvenience to the public, and it is impracticable to fill the position under any other provisions of the 
law.  
 
Geographic location: The physical location to which an employee is assigned. The most common 
example is county.  
 
Half relationship: Considered the same as whole relationships, e.g., a “half-sister” is the same as a sister. 
 
Induction step: The first step in a pay range for a job classification from the Uniform Classification and 
Pay System Pay Grid. 
 
In-house candidate: A MoDNR employee, who may or may not be on a register for a job classification 
but meets all eligibility requirements for the vacant position. To be considered an in-house candidate, the 
employee responds to an in-house vacancy announcement. 
 
Lateral transfer: Moving from one position to another within the same job classification. 
 
Limited temporary appointment: A temporary job limited to less than 90 days of work filled in the same 
manner as an emergency appointment. 
 
Market rate: Salary based on a comparative study of salaries in the private sector and other comparable 
entities such as contiguous states. 
 
MO Careers: An Internet posting of vacancies throughout state government which also prompts the 
opening of registers for recruitment. Postings are initiated by HRP personnel and approved through the 
Office of Administration. 
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Multi-allocated position: A position established by the Office of Administration which includes multiple 
levels of a job series (e.g., Environmental Specialist I-II-III). Employees normally are hired at the highest 
level of the series for which they meet minimum qualifications. A successful employee is expected to 
progress to the highest level of their job series once enough time and experience has been served in the 
lower job titles unless the duties of the specific position warrant only a lower level within the job series. 
 
Nolo contendre: A statement in a criminal trial where the defendant neither admits or disputes the 
evidence presented and agrees to the charges presented in the complaint. 
 
Noncompetitive: Hiring without the use of a certificate or the competitive examination conducted by the 
Office of Administration. 
 
Official personnel file: The file maintained by HRP that is the official record concerning employment 
events or actions for an employee of the Department.  
 
Open register: A list of all applicants given a score based on their merit application for a job 
classification, which is listed in order of score. 
 
Position: An individual job within the Department. 
 
Probationary period: The period of time during which an employee demonstrates the ability to perform 
the duties of the new position received, either as an original appointment or a promotion. The most 
common probationary periods are 6 months and 12 months. 
 
Probationary salary increase: An increase in salary within the range prescribed for the class upon 
satisfactory completion of either an original or promotional probationary period. 
 
Promotion: A change in class for a MoDNR employee to a position in another class on a higher pay 
range.  
 
Promotional formula: Generally, a salary increase two steps more than the number of ranges between the 
employee’s current class and the class the employee is being promoted to and at least to the minimum or 
induction step of the new salary range. 
 
Reallocation: A change in a position’s classification based on changes in assigned duties. The new 
classification may be to a higher or lower level classification. 
 
Reclassification: A personnel action resulting from the reallocation of a position typically to a 
classification of a higher level when an employee’s duties have evolved over a period of time and the 
employee has been performing those duties for at least one year. A person who is reclassified does not 
serve a new probationary period, but maintains regular status in the new title. 
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Reemployment: Any person who has obtained regular status in a classified position within the Merit 
System and who has resigned from state service in good standing may be reemployed without competitive 
certification in the same or comparable class. 
 
Reference check: A search into or documentation of a potential employee’s history. A reference check 
may include, but is not limited to: confirmation of identity, work references, validation of driver’s license, 
other license validation, assurance of professional certification or degree required for the position, and 
state income tax compliance. 
 
Register: A list of persons who have been found qualified for appointment to a position in the classified 
service. The register of eligibles are maintained by the Office of Administration’s Division of Personnel.  
 
Regular employee: an employee who has successfully completed the probationary period. 
 
Regular status: an employee’s status after successfully completing the probationary period. 
 
Reinstatement registers: A list of persons who have been regular employees in the classified service and 
who have been laid off in good standing due to lack of work or funds, demoted or downward reclassified 
in lieu of layoff. Reinstatement registers are maintained by the Office of Administration’s Division of 
Personnel. 
 
Retiree: A person who has retired from state employment and who is provided benefits by the Missouri 
State Employees Retirement System (MOSERS). 
 
Salary equity: Salary equity recognizes relevant skills and experience in the administration of pay.  
 
Seasonal or temporary employees: Employees who are working in a non-benefits-eligible position. 
Working 1,000 hours or less either continuously or intermittently in any 12-month period, starting with 
the date of hire. 
 
Step relationship: Considered the same as if related by blood, e.g., a “step brother” is the same as a 
brother. 
 
Top candidate(s): The individual or individuals to whom the supervisor or interview team wishes to offer 
employment.  
 
Transfer: A change of an employee from one position to another position in the same class, or to another 
class assigned to the same established pay range. 
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Unclassified employee: An employee who works for a department under the Merit System rules and 
regulations but who does not fall under the rules for selection appointment, pay, tenure and dismissal. The 
Department Director, rehired retirees or seasonal workers are examples of unclassified employees.  
 
Underutilized: Having fewer employees in job classifications in certain categories than reasonably would 
be expected by the makeup of the general population of Missouri. For example, a class could be 
underutilized in females, minorities or people with disabilities. 
 
I. THE HIRING PROCESS 
 

There are three basic processes used to fill vacancies within the Department: competitive, 
noncompetitive and unclassified appointments. The Hiring and Promotion procedures address 
competitive and noncompetitive appointments. Contact the Human Resources Program (HRP) for 
assistance with making division-level unclassified appointments. 
 
If a division supports a career progression promotion, transfer within the Department, or demotion 
for a vacant position, the position will not be announced in-house and the certificate does not need 
to be requested.  

 
A. How to Begin Filling a Vacant Position 

 
The division director or designee will notify HRP of the position vacancy by submitting a 
Position and Employee Action Request (PEAR) form. The PEAR form can be found on the 
Intranet on the Department’s Forms page. Instructions for the PEAR form appear later in this 
document. The following information should be included: 
 
 Specific job duties for the vacancy being announced. 
 A draft advertisement, if needed, and the venues to post the advertisement. Coordination 

with the Department’s recruiter is necessary for advertising outside of MO Careers. 
 

1. Competitive Appointment (classified positions where a certificate is required) 
If a register needs to be opened for recruitment through MO Careers, the requestor can 
recommend a length of time for which it should be announced, but job announcements 
must be posted for a minimum of two weeks. This can assist with the recruitment of 
candidates: for example, by opening a register coinciding with the time the job is 
advertised in newspapers. If more time is needed, it should be noted on the PEAR.  

 
2. Noncompetitive Appointment (classified positions where a certificate is not required) 
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a. Career Progression Promotion 
Career progression promotion must take into consideration hiring minorities and 
women for underutilized positions as described in the MoDNR Workplace Diversity 
Plan. A career progression promotion must meet the following conditions: 

 
 A vacant position allocated to the higher class exists. Normal position allocation 

procedures will apply. 
 The employee has completed an original probation period. 
 The employee must meet the minimum eligibility requirements for the job 

classification.  
 No appropriate reinstatement register for the proposed class exists for the 

Department. 
 

b. Transfer and Voluntary Demotion 
If there is a qualified employee who volunteers to fill a vacant position that would 
involve a transfer or a voluntary demotion, the position does not have to be announced 
in-house and a certificate does not need to be requested.  

 
c. Other Noncompetitive Appointments 

Classifications that can be filled by noncompetitive appointment can be posted on MO 
Careers. Vacancies for classes listed below can be filled by considering resumes 
directly sent to the Department. The candidate must meet the minimum eligibility 
requirements for the job classification. Candidates may send resumes to the 
Department’s recruiter.  

 
Laborer II Civil Engineer Dam Safety 
Environmental Engineers I/II/III Engineer Dam Safety 
Water Specialists I/II/III  

 
B. Announcing the Vacancy 

A vacancy will be announced in-house for all classified positions except for career progression 
promotions, lateral transfers or demotions. All vacancies for positions of Broad Band Manager 
and above shall be announced in-house and a certificate requested unless the appointing 
authority waives this requirement. HRP will post vacancies daily. If advertisement is needed, 
work with the Department’s recruiter to determine the best outlet to effectively reach the 
candidates. If a position is advertised, it is recommended to request opening the register to 
coincide with the timing of the job advertisement. 
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1. In-House Applicants 
Staff may be considered for a position as an in-house applicant if eligible for the vacant 
position, but not on the required register. In-house announcements are posted at the same 
time a certificate is requested.  

 
HRP in conjunction with the Office of Administration’s (OA) Division of Personnel will 
determine the eligibility of in-house applicants for the vacant position.  
 
All Department candidates, who are on a certificate and respond to the in-house 
announcement, must be considered for an interview. If a Department employee has been 
previously considered for a vacant position or another position of the same job class with 
similar duties and not chosen, the interviewer may waive the interview for this individual. 
The employee must still be considered an eligible candidate in the selection process. 

 
In-house candidates who are below the top 15 available on an open certificate may still be 
considered. There are other options available to reach these candidates, e.g., 
Department/division promotional registers or career progression promotion. 

 
2. Registers 

The Department typically uses an open register. Current Department employees may be 
included on the certificate from an open register but will not be identified as Department 
employees. The Department has the ability to request that MoDNR employees who are 
eligible for promotion be certified ahead of non-MoDNR employees on the certificate. In 
practice, this is referred to as a promotional certificate. 

 
If a reinstatement register exists it must be considered when hiring. For assistance on the 
use of a reinstatement register, contact HRP. 

 
There are two other types of registers created by OA, the transfer and reemployment 
registers. They may be requested to expand the number of candidates. As stated 
previously, the Department does not transfer employees from outside the Department. 
Rather, staff are reemployed. 

 
a. Requesting a Certificate and Availability Letters  

HRP will request a certificate of eligible candidates from the OA’s Division of 
Personnel for all divisions. HRP will send letters to the eligible candidates on the 
certificate, requesting confirmation of their availability for the vacant position. When 
the vacancy posting time period closes and the candidate responses have been coded, 
HRP will forward the certificate of eligible candidates to the requestor.  
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b. Timeframes for Certificates and In-House Announcements  
Certificates are valid for ninety (90) calendar days from the date of issue. If an 
appointment is not made within 90 calendar days, the certificate must be returned 
without appointment. To request information on candidates again, the supervisor must 
request a new certificate. If a second certificate is requested to fill a vacant position 
within 120 days of the expiration of the first certificate, the in-house vacancy 
announcement is optional. If a second certificate is requested to fill a vacant position 
past 120 days from the date of the original certificate request, an in-house vacancy 
announcement is required. 

 
c. Removal of Names from Registers or Certificates 

A division may prevent a candidate from being listed on a register or certificate for the 
Department. To do so, the division must submit a request to HRP that documents the 
following requirements: 
 The Department has dismissed that candidate. 
 The division has interviewed a candidate at least once and considered that 

candidate for a minimum of three separate vacancies within the same classification 
without hiring the candidate. 

 
C. Interview Preparation  

The interview process is confidential. The interview panel should not share information or 
answers from the interview. The interview preparation will be completed before the hiring 
supervisor receives the hiring packet from HRP. See the Hiring Procedures Manual  for guidance 
through the hiring process. 

 
1. Interview Panel 

Interview panels will interview eligible candidates. Interview panels should consist of the 
following, when possible: 

 
 staff in the position’s supervisory chain of command; 
 diversity in race and gender; 
 an individual with expertise, technical knowledge, or skill required in the position; 
 an independent third party; 
 a peer to the position being filled; 
 at least two (2) members but three-member panels are encouraged. 

 
Members of an interview panel must remain the same for consistency purposes. The 
interview process may involve more than one round. If a second round of interviews is 
held, the members of the panel can be the same as the panel for the first round or can 
consist of different members than those in the first round. However, members of the 

http://n-nr1ntra.ads.state.mo.us/das/hr/hiring-promotions/documents/hiring-procedures-manual-2017.pdf
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second-round interview panel also must remain the same once the second-round interview 
process has begun. Upon request, HRP will assist with assembling the interview panel. 

 
2. Interview Plan 

The Interview Plan Template (on the Intranet under the Department’s Forms page) must be 
prepared before the interviews and used to evaluate each applicant. The items listed in the 
template must be addressed with each candidate interviewed. 

 
All interview questions must be job related and must not violate state and federal laws or 
regulations pertaining to equal employment opportunity and fair employment practices. 
Interview questions relating to desired MoDNR employee qualities and values may be 
accessed on the supervisor portal. A list of MoDNR Preferred Employee Qualities is on 
HRP’s Hiring and Promotion Intranet page. If you have questions about the 
appropriateness of an interview question, contact HRP. It is advised that expected 
responses are prepared in advance for each interview question. In cases where abilities and 
skills can best be determined by a practical test, such tests may be administered only if 
they are job related and approved by the appointing authority, or designee.  

 
3. Interview Logistics 

The individual coordinating the interview panel (usually the supervisor of the vacant 
position) will meet with panel members before the actual interviews to discuss the 
questions, answer any panel member’s questions, and to go over the interview process. 

 
D. Conducting Interviews  

The interview process is confidential. The interview panel should not share information or 
answers from the interview during the process. 

 
  The Interview 

The panel should ensure that all candidates have approximately the same amount of time to 
answer questions during their interview. It is helpful to let the candidate know panel 
members will take notes during the interview to assure all relevant information is 
remembered and considered. In asking the interview questions, it is not necessary that the 
questions are read verbatim, but each should be asked consistently from interview to 
interview. Follow-up questions may be asked to clarify responses.  

 
Also during the interview, the panel must ask candidates if they are U.S. citizens or 
authorized to work in the United States. Continue the interview whether the answer is yes 
or no. Following the interview, if any of the recommended candidates’ responses are no, 
consult with HRP for guidance. 
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E. Evaluating Candidates 
1. Evaluation of the Interview 

Each member of the interview panel individually assesses each candidate’s responses after 
the interview(s) are completed. If a candidate provides false information during the hiring 
process it is grounds to discontinue consideration for employment.  

 
2. Reference and Background Record Reviews 

To ensure the integrity of state government, the Department of Natural Resources will 
conduct reference and criminal record reviews for all prospective or current employees 
under final consideration for a job in any position. All checks shall be applied and 
administered uniformly, fairly and without prejudice. 

 
A reference or criminal record review must be an objective, fact-finding process to 
determine the candidate’s past conduct and behavior. Checks are performed to provide 
sufficient information to judge the significance of the candidate’s past conduct in relation 
to the requirements of the position. 
 
All candidates for employment with the Department, for full and part-time positions, must 
sign the Authorization for Criminal Record Review (ACRR) form, located on the Intranet 
under the Department’s Forms page, for a criminal record review. The hiring program is 
responsible for obtaining a signed ACRR. The Hiring Procedures Manual provides detailed 
procedures for obtaining a signed ACRR. If the candidate is under the age of 18, the 
candidate’s parent or guardian must sign the form.  If candidates refuse to complete the 
authorization form, they are not to be considered further for that position. The actual 
criminal record reviews are only conducted on candidates under final consideration for a 
job.  
 
HRP will request a search from the Missouri Highway Patrol’s MACHS system on the top 
candidates. Other types of background checks may be conducted and have an associated 
cost. Criminal records or pleas of nolo contendre will be considered when making hiring 
decisions, be it for initial hiring, transfer, promotion, demotion or continued employment. 
The nature and severity of the offense as it relates to the job duties and responsibilities will 
be part of the determination. 
 
The Missouri State Parks’ Rangers Program and SAM II users have additional background 
check procedures that will be followed. Any other hiring  will follow this Department 
policy and procedures. 
 
A credit report may be requested for final candidates under consideration for sensitive, 
financial positions. For these circumstances, the applicant will be asked to provide a 
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current credit report. The Department will not retain any credit reports. The report will 
either be returned to the candidate or destroyed. 
 
The panel must conduct work reference checks on candidates under final consideration for 
a job before an offer for employment is made. A reference check form is located on the 
Intranet under the Department’s Forms page. A reference check should be done with the 
candidate’s supervisor. However, for in-house candidates, it is the choice of the supervisor 
who is hiring an employee as to whether to contact references. This is due to the fact the 
supervisor or members of the panel may be sufficiently aware of the candidate’s job 
performance.  

 
Retention of Reference and Background Record Review Information 
All reference check information will be forwarded to HRP with the hiring 
recommendation. Any information concerning the criminal record review will be 
retained confidentially by HRP in a file separate from the official personnel file. 

 
F. Hiring Recommendation and Justification 

On the Intranet, under the Department’s Forms page, are the Hiring Recommendation and 
Continuation forms. The hiring recommendation materials should be completed as soon as 
possible after completing the interviews and forwarded through the chain of command 
according to the Hiring Procedures Manual, to the appointing authority, or designee, for 
approval. 
 
1. Types of Appointments 

There are several types of appointments that may be made with differing conditions for 
each. The descriptions below briefly outline the types of appointments. They do not 
include all the conditions. For assistance in determining what type of appointment to make, 
contact HRP. 
 
 Original – A new employee is appointed to a permanent, classified position. An 

individual must be on a Merit Register to be eligible for an original appointment.                                                                                
  
 Limited temporary – A new employee is appointed to a position for less than 90 

calendar days. The appointment must be made to an existing Merit System 
classification and appropriate salary rate from the assigned range on the current pay 
grid. Individuals do not need to be on a Merit Register.  

 
 Provisional – A new employee is appointed to a position of limited duration not to 

exceed the probationary period established for the position. Individual needs not be on 
a Merit Register. To make a provisional appointment there must be fewer than 10 
available candidates on the entire register. The individual must have the minimum 



Missouri Department of 
Natural Resources 
Administrative Policies and Procedures 

Chapter 4 Employment 
Policy: Hiring and Promotions 
 
Number: 4.01 

Effective date 
 
December 20, 2002 

Revised 
 
October 10, 2017 

 

 16 

qualifications for the class at the time of appointment as determined by the OA’s 
Division of Personnel. A provisional employee who successfully completes the 
working test of the probationary period may receive a regular appointment without 
examination.  

 
 Emergency – A short-term appointment to prevent stoppage of work, loss or serious 

inconvenience to the public and Department. The appointment must be made to an 
existing classification at a salary rate on the assigned pay range. Emergency 
appointments automatically expire in 90 calendar days. The person does not need to be 
on a Merit Register. No individual may be given more than one emergency 
appointment in any 12-month period in the same Department. 

 
 Unclassified – Appointment to an unclassified position for which there is no Merit 

System Register from which to request eligible candidates. These positions include 
interns, seasonal employees, designated principal assistants, division and department 
directors, deputy directors, staff directors, secretaries to exempt positions, and other 
persons where selection is not practicable under circumstances as determined by the 
Personnel Advisory Board. 

 
 Reemployment – Appointment of an individual previously employed in this or another 

state agency and who obtained regular status in the same class as the position being 
filled. 

 
2. Appointments Made by a Division Director 

Approval of hiring recommendations for trainee, I, II and III levels and hourly and 
intermittent positions may be delegated to the division director or designee. Delegation to 
the division directors does not include Broad Band Managers I, II, and III. If the salary 
desired to be offered is greater than entry level for new employees, or above the 
promotional formula for existing employees, the requestor must submit written 
justification and receive approval from HRP before an offer is made.  
 
Division directors will include diversity considerations in the hiring processes and all 
hiring decisions and seek to increase minority representation in job classifications that 
have been identified as underutilized in MoDNR Workplace Diversity Plan. 
 
The division must send the PEAR form to HRP to complete the hiring recommendation. 
See the Hiring Procedures Manual and PEAR section of this policy. 

 
3. Appointments Made by the Appointing Authority or Designee 

Hiring recommendations and all supporting documentation for all positions (other than 
those in the section above) are forwarded to HRP with a PEAR form.  
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If the recommendation is complete and appropriate, HRP will notify the hiring division’s 
human resource liaison and the hiring program of the approval. If the hiring 
recommendation packet is not complete or appropriate, the appointing authority or 
designee will advise the division and may send the hiring recommendation packet back for 
correction or completion.  

 
G. Offer of Employment, Letters of Confirmation and Regret 

Once approval has been received,, the hiring program may make the offer of employment to 
the recommended candidate. The hiring program must notify HRP with effective date (if the 
offer is accepted) or if the offer was rejected. HRP will send a letter of confirmation to the 
candidate within one week of being notified of acceptance of a job offer. If divisions/programs 
want to send regret letters, a template is on the Department’s Intranet on the Forms page. The 
template may be sent as an e-mail attachment, or if the division/program prefers, an email 
notification would suffice. 

 
H. Paperwork to Complete Appointments 

As soon as the candidate accepts the offer of employment, the hiring program must notify the 
division and HRP of the new employee’s start date. If an in-house candidate is hired, the hiring 
division or program must contact the employee’s current supervisor to arrange a suitable 
transition. 
 
The Employee Checklist (Orientation Plan Template), located on the Department’s Intranet on 
the Forms page, enables the supervisor to ensure the work area is ready for the new employee. 
The orientation of a new employee is the final step in the hiring process. Without a planned 
orientation program, employees may not receive the information they need or might be 
misinformed about policies, practices and procedures. A well-organized orientation program 
lets the employee get all the facts first-hand, boosts confidence and contributes to a positive 
attitude toward the new job. Every effort should be made to make sure this checklist is 
completed thoroughly and retained in the employee’s program file. This checklist will need to 
be recovered and used upon the employee transfer, resignation or retirement. 

 
I. Transfers 

The PEAR form is used to transfer an employee from one position to another. The PEAR form 
can be found on the Intranet on the Department’s Forms page. It is the hiring program’s 
responsibility to obtain the signed ACRR and forward to HRP. HRP will request the criminal 
record review and, if needed, discuss the results with the division director or designee.  
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1. Voluntary Transfers 
An employee may submit a written request for a voluntary transfer to a vacant position 
within their current pay range. If an employee requests a transfer to a vacant position even 
if it has not been announced, the division director may consider the employee. If a division 
supports a voluntary transfer within the Department, justification supporting the choice of 
the employee selected must be provided to the appointing authority or designee for 
approval. If approved, these positions will not be announced in-house and the certificate 
does not need to be requested. If more than one person volunteers to transfer into a vacant 
position, contact HRP for assistance. 

 
2. Involuntary Transfers Within an Employee’s Current Geographical Location 

Division directors may transfer a division employee between positions in the same class 
within the division after consulting the appointing authority. An employee will be notified 
in writing at least fifteen (15) days prior to the effective date of the transfer.  

 
3. Involuntary Transfers Outside Employee’s Current Geographical Location 

A division director may request an involuntary transfer of an employee from one 
geographical location to another, through the appointing authority. If approved, the 
appointing authority will give written notice of the action to the OA’s director of the 
Division of Personnel and the employee 30 days prior to the effective date of the action. 
The notice will include the reason for transfer. The employee’s supervisor will meet with 
the employee, explain the reasons for the transfer and answer questions. 

 
The affected employee may request in writing a review of the transfer. The request is made 
to the OA director of the Division of Personnel. The OA Division of Personnel will review 
the information provided by the employee and appointing authority and notify both of the 
action to be taken. 

  
J. Hiring to Multilevel Allocation Positions 

The OA’s Division of Personnel allocates positions to more than one classification. Positions 
are allocated differently and may be established as I-II or I-II-III, as needed, based upon the 
required duties and responsibilities.  
 
An employee in a multi-allocated position can be reclassified to the next level upon 
completion of the time required to meet minimal qualifications for the job title, and when the 
division director or designee has determined the duties support the higher level and the 
employee is already functioning at the higher level. The employee’s performance is part of the 
evaluation; therefore, these changes from one level to another are not automatic. 
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The divisions/programs are responsible for tracking and running the HR Data View 
Reclassification Report to determine the potential effective date for reclassification. The 
divisions/programs will submit the PEAR form for reclassification and send through the 
division’s chain of command to HRP for processing.  
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II. POSITION AND EMPLOYEE ACTION REQUEST (PEAR) FORM 
 

All divisions within the Department of Natural Resources will use the PEAR form to request the 
processing of transactions related to allocating positions and reviews, filling vacancies and 
requesting certificates, appointments, changes in status, terminating an employee and other related 
employee pay actions.  
 
The PEAR form is designed to obtain all necessary information to process employee and position 
transactions. Only fill in information that is necessary for the action being requested. Type the 
information to ensure clarity and proofread for accuracy. Check the appropriate box(es) that 
pertains to the Employee, Position and/or Fill Vacancy. Employee and Fill Vacancy can be 
submitted on the same PEAR form; however, Position actions should be submitted on separate 
forms. For additional information regarding the PEAR form, see the Hiring Process Manual. 
  

III. SALARY CONSIDERATIONS 
 

The Department of Natural Resources strives to be consistent and equitable in salary 
compensation for its employees. 
 
The Department strives to provide salaries commensurate with the work performed, as well as the 
employee’s education and experience. However, staff salary may be affected by budget 
constraints, legislative or gubernatorial actions. Due to the many different salary considerations, 
managers should take all criteria into consideration when preparing a recommendation. Salary 
considerations should reflect any previously signed agreements with the employee concerning 
their salary.  
 
When hiring hourly and intermittent staff or other temporary staff, it may be appropriate to hire at 
one or two steps below the typical starting salary for the job title. 

 
A. Salary Considerations When Hiring 

Salary consistency and equity must be considered by all supervisors and is a major factor in 
approving a starting salary rate when hiring staff. 

 
1. Promotions or Reclassifications to Non-Broad-Banded Positions 

A promotion generally allows an employee to be given an increase two steps more than the 
number of ranges between the classes (see chart below) and at least to the minimum or 
induction step of the new range.  
 
 

http://n-nr1ntra.ads.state.mo.us/das/hr/hiring-promotions/documents/hiring-procedures-manual-2017.pdf


Missouri Department of 
Natural Resources 
Administrative Policies and Procedures 

Chapter 4 Employment 
Policy: Hiring and Promotions 
 
Number: 4.01 

Effective date 
 
December 20, 2002 

Revised 
 
October 10, 2017 

 

 21 

A reclassification to a class of higher rank generally requires that the employee be given a 
salary advancement calculated using either the promotional formula or the end of probation 
step on the new pay range, whichever is greater. A reclassification to a class of lower rank 
generally requires use of the promotional formula in reverse, unless extenuating 
circumstances apply.  
 
The appointing authority, in consultation with the division director, can approve exceptions 
to the promotional formula. Exceptions can include, but are not limited to, consideration of 
job responsibilities and salary equity. 
 

# of ranges as a result of 
promotion 

# of steps increase 

1 3 
2 4 
3 5 
4 6 
5 7 
6 8 
7 9 
8 10 

 

For example, an employee being promoted from an Office Support Assistant (OSA) to a 
Senior Office Support Assistant (SOSA): 
 Find the ranges that apply for the class titles. An OSA is range 9 and a SOSA is range 

12. The difference between them is 3. Then add 2, which equals 5.  
 Assume the employee is currently at range 9 step F. Looking at the pay grid on range 9, 

add 5 steps from the current step F. After adding 5 steps the employee would end at 
range 9 step K. This is the employee’s new salary.  

 Now look at the new range (range 12) and find the new salary rate and see what step 
applies. In this example it would be range 12 step E. If the exact salary is not matched 
in the new range, round up to the nearest rate. 

 
2. Promotions and Reclassifications in Broad-Banded Positions 

The division director, in consultation with the appointing authority, will approve salaries 
for promotions and reclassifications to and within broad-banded positions. 

 
3. Transfers 

Typically lateral transfers do not involve a change in salary. When transferring to a 
position of the same salary range, the Department can approve salary increases for 
increased complexity of job responsibilities and/or for the assumption of supervisory 
duties.  



Missouri Department of 
Natural Resources 
Administrative Policies and Procedures 

Chapter 4 Employment 
Policy: Hiring and Promotions 
 
Number: 4.01 

Effective date 
 
December 20, 2002 

Revised 
 
October 10, 2017 

 

 22 

A salary adjustment may be appropriate when an employee relocates in the best interests of 
the Department. Justification must be provided with the recommended action to the 
appointing authority or designee. 
 
When hiring a current or former state employee, the division may propose a salary which 
takes into consideration the following: 

• induction step; 
• promotional formula; 
• equity with other similarly situated staff; 
• amount and type of expertise the person will bring to the Department; and/or 
• previous salary compensation with the Department. 

 
A salary recommendation that best meets the needs of the Department will be made. In the 
hiring package, an explanation as to how the amount was determined will be included. 

 
4. Probationary Salary Increases 

A two-step probationary salary increase will generally be provided to employees at the 
successful completion of probation. For those in a broad-banded position, the probationary 
salary increase will be 4%, comparable to the increase for a non-broad-banded position. If 
the supervisor desires any other amount, it must be approved by the appointing authority. 
An employee reemployed or reinstated to the induction step is eligible for an increase at 
the end of the reemployment or reinstatement probationary period. If an employee is hired 
at the top of a salary range there is no option within the range for a probationary increase. 
A probationary salary increase may not be appropriate when an employee has a signed 
agreement otherwise. 

 
5. Assumption of Additional Responsibilities 

a. Temporary Assignment Changes 
At times an employee is assigned additional responsibilities and duties on a temporary 
basis due to the resignation or absence of a coworker or supervisor. Temporary salary 
increases will not be considered in these situations except in rare and unusual 
circumstances. These will be determined on a case-by-case basis by the division 
director, in consultation with the appointing authority.  Any request for change in 
salary must be accompanied by written justification and information as to the duration, 
which is typically no more than 90 days. Information must include what equity 
situations were given consideration, the proposed pay rate, and the dates the increase 
would be in effect. The request must be approved by the appointing authority. The 
increase will remain in effect for the duration of the assignment or until the position is 
occupied again, whichever happens first. 
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Once temporary salary advancement is approved, the supervisor must discuss the 
temporary nature of the salary increase with the employee pointing out it is not a 
permanent increase. The supervisor should not discuss the potential salary increase 
with the employee prior to receiving approval from the appointing authority. The 
employee must sign a statement acknowledging an understanding of the conditions for 
the temporary salary advancement. HR will not process a temporary salary increase 
without an agreement, signed by the employee. At the end of the temporary salary 
advancement, the employee’s salary will revert to the appropriate rate for their regular 
position. 
 
If the temporarily assigned duties are those of a position at a comparable or lower level 
job class and it becomes necessary for the employee to work extra hours to perform the 
duties of the added workload, it may be appropriate to approve requests for overtime as 
agreed by supervisory staff. Depending on the budget, such time will be compensated 
either through accumulation of compensatory time to be used at a later date or cash 
payment applying the overtime policy for appropriate pay rate. 

 
b. Assumption of Supervisory Duties 

When an employee is assigned supervision of staff, a salary increase will be given if 
supervision has not previously been assigned to the employee’s position. Such increase 
is typically 2 steps. Once the salary advancement is approved, the supervisor must 
discuss the nature of the salary increase with the employee noting it is not a permanent 
increase and should the supervisory duties be taken away, the salary will revert to the 
appropriate rate for the regular position and duties. The employee must sign a 
statement acknowledging an understanding of the conditions for the salary 
advancement. HR will not process a temporary salary increase without an agreement, 
signed by the employee. 

 
c. Permanent Assignment Changes 

Occasionally, due to the elimination of positions or reorganization, an employee may 
be given additional and substantially higher level responsibilities and duties. If another 
job class appears to be more appropriate, a position reallocation to the correct level 
should be immediately sought via the Merit System process, which provides a 
mechanism for OA to review job duties to assure classification integrity.  

 
6. Salary Decreases 

A decrease in salary is typically associated with a voluntary demotion, including those 
taken in lieu of layoff. The amount of the decrease will be determined on a case-by-case 
basis but will take into consideration, for example, the needs of the agency, equity issues 
with other staff, and the type and amount of expertise the person brings to the job. The 
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most typical salary decrease is the equivalent of the promotional formula in reverse. In the 
case of an involuntary or disciplinary demotion, a one-step or more decrease is required.  
 
Salary decreases also are discussed in this policy under: 
 

• assumption of supervisory duties; 
• permanent assignment changes; and 
• temporary assignment changes. 

 
7. Salary Equity 

Salary equity recognizes relevant skills and experience in the administration of pay. Equity 
considerations should take into account criteria such as relevant skills and experiences, 
education, level or scope of responsibility, complexity of duties or knowledge, and 
difficult-to-fill positions. The ranges and salaries of employees who currently work within 
the affected facility/section/program should be considered. Depending on assigned duties, 
it may be necessary to look across the entire division and/or portions of the Department. 
The amount of a salary equity increase should be necessary and reasonable. 
 
Salary equity usually is taken into consideration at the time of initial hire or when a 
promotion is recommended. When submitting a recommendation for salary that involves 
an equity consideration, division/programs should submit written justification that 
considers the criteria above, including a plan for addressing any potential equity issues 
division wide, budget analysis and other business analyses as applicable. The approval 
rests with the appointing authority in consultation with Department and division 
management. 
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IV. REHIRING RETIRED EMPLOYEES 
 

When it is in the best interest of the Department, hiring of retired staff on a limited basis may be 
allowed. The Department’s goal is to employ new staff and encourage permanent replacements for 
positions, when vacated due to retirement. Hiring a retiree to train a new employee in their former 
position may be allowed for a short duration, if the position is deemed difficult to fill, or if no 
other current employee is qualified to provide the training. Rehiring the retiree simply to continue 
to perform the duties of their former permanent position will not be approved.  
 
It is the responsibility of the retiree to avoid negatively impacting state retirement benefits or 
social security payments through any secondary employment. Two provisions must be considered. 
First, if a retiree works more than 1,000 hours per year in an agency covered by the MOSERS 
retirement system, MOSERS benefits will be suspended for one year. For the MOSERS 
consideration, the year begins on the date the employee retires. For Department considerations, an 
employee must work less than 1,000 hours either continuously or intermittently, in any twelve-
month period, starting with the date of hire. A retiree is not provided holiday pay in order to avoid 
negatively impacting retirement benefits.  
 
Retired employees hired under this policy must be hired under one of the following employment 
opportunities:  
 
 to complete special project(s) with a specific time frame of a short duration; 
 to focus on training a replacement in the position the retiree just vacated, for a limited time, or; 
 to provide temporary seasonal labor in a state park. 
 
If a division wishes to rehire a retired employee, the employee must be compensated at the pay 
level appropriate for the work being performed in their post-retirement position. 

 
Written justification to rehire a retired employee will be provided with the hiring request. The 
request to rehire a retired employee is made through the chain of command through the division 
director to the appointing authority for approval. Such requests will be submitted through the 
white folder process to HRP, and will include a PEAR form and a justification memorandum. This 
memorandum will outline the need for hiring or retaining a retired employee, the specific job 
duties they will be performing, and the duration of the appointment. HRP will verify whether or 
not the individual meets each of the parameters listed below. The hiring program should allow at 
least 2 weeks for the approval process. 
 
If a retiree works for the Department and for an entity outside the Department, provisions for 
approval of work outside the Department as outlined in the Conduct and Ethics policy must be 
followed. 
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A. Parameters for Hiring Retired Employees 
• The retiree must have a 13-week waiting period between their retirement date and their 

rehire into an unclassified, 1,000-hour position, unless extraordinary circumstances require 
their immediate return to work. In such cases, the division and the appointing authority 
will make such determinations jointly. In the event the 13-week waiting period is waived, 
the Department may have to incur additional expenses related to health insurance. 

• Work assignments for the temporary staff must be related to an emergency, extenuating 
circumstances and/or a special project of a short duration, critical to Department and/or 
division initiatives. (Work assignments may also include the state parks temporary 
seasonal activities.) Assignments of a routine, ongoing nature will not constitute approval 
for rehiring retirees. 

• The retiree must be compensated at the pay level appropriate for the work being 
performed.  

• The retiree must have had a Successful or better performance rating for their past 2 rating 
periods. 

• The retiree must have had no disciplinary action for the past 2 years of employment with 
the state. 

• The retiree must have an acceptable attendance record for the past 2 years of employment 
with the state. 

• There must be sufficient budget available (for example, sufficient appropriation authority 
exists within the designated division and/or program). 

• Sufficient funding must exist (i.e., there must be no fund solvency concerns). 
•  
• Divisions/Programs are responsible for notifying employees of the decisions concerning 

their employment. Copies of such notification must be submitted to HRP for the 
employee’s official personnel file.  
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V. EXPERT DESIGNATION 
 

The expert designation was designed to recognize and reward through salary advancement a select 
group of employees in the Department who have advanced expertise that is critical to the 
Department’s ability to carry out its mission. These individuals are of exceptional benefit to the 
Department because they have attained this high level of expertise in a recognized, marketable 
field, which is essential to the mission of their division and the Department. 
 
Specific mandatory and desirable criteria must be met in order for employees to be considered for 
the expert designation recognition. Guidelines for work assignments, if they exist, are broadly 
defined and require use of advanced technical skills and careful analysis and interpretation. This 
designation was not developed to reward tenure or to recognize those with experience with 
internal rules, regulations or processes. 
 
Division directors may recommend an employee by using the Expert Designation Checklist form 
(on the Intranet under the Department’s Forms page), which is reviewed by the appointing 
authority. A final decision is made by the Department Director or designee. An individual who is 
approved for the designation will receive a minimum of a two-step increase in their rate of pay. A 
request for additional steps must be justified in writing at the time of recommendation. Once the 
salary advancement is approved, the supervisor must discuss the nature of the salary increase with 
the employee noting it is not a permanent increase and that should he or she move from the 
position held at the time the designation was granted, the salary may revert to the appropriate rate 
for their regular position and duties. The employee must sign a statement acknowledging an 
understanding of the conditions for the salary advancement. 
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VI. NEPOTISM 
 

No person employed by the Department of Natural Resources shall name or appoint, directly 
supervise or be subject to the direct supervision of a relative within the fourth degree of 
consanguinity or affinity, or of a person with whom they cohabit.  
 
This policy generally applies to situations involving employees within the same program. In most 
cases, relatives may work for other divisions or other programs within a division without the 
appearance of a conflict of interest. Any conflicts that exist or arise with the terms of this policy will 
be resolved, as vacancies in other positions become available. 

 
Relationships by Degree 
A husband or wife is related by marriage to their spouse’s relatives in the same degree as by 
blood. However, the blood relatives of one spouse are not related by reason of marriage to the 
blood relations of the other spouse. For example, a brother of the husband is not related to a 
brother of the wife. A relationship by marriage ends when death or divorce occurs. However, if a 
child was born to married parents, the relationship between the parents continues even after the 
marriage is dissolved. 

 
The “Chart of family relationships by degree,” which outlines the degrees of consanguinity to the 
fourth degree, appears below.  

 
Chart of family relationships by degree 
 

0 1st 2nd 3rd 4th 
Self; 
Spouse 

Parent; 
Child 

Grandparent; 
Brother/sister; 
Grandchild 

Great-grandparent; 
Aunt/uncle; 
Niece/nephew; 
Great-grandchild 

Great-great-grandchild; 
Great aunt/uncle; 
First cousin; 
Grandniece/nephew 
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