Hay Evaluation Process

A new position is created
____Or____
A change in a current position occurs

Does agency
believe that the

No

\ 4

Follow job audit process to allocate
position to a current class

A

position(s)) should
be Hay evaluated?

Agency Personnel
selects presenter(s)
who are fully
knowledgeable of
position, its purpose
and relationship to
other positions in the
organization.

Agency Personnel brief
presenter(s) about Hay
process and provide
guidance on the
preparation of
presentation to Hay
committee

~_

Agency Personnel
schedules time and
place convenient to
presenters and Hay
committee.

Agency Personnel
sends job/position
documentation to Hay
committee and confirms
with presenter(s)

NNV NS
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Facilitator documents Hay evaluation
summary.

Hay committee completes evaluation of
position

Presenter(s) and raters complete
discussion. As presenter leaves,
Facilitator requests phone number
of presenter and where s/he can be
reached for further questions if
necessary.

Hay committee asks questions about
documentation and/or oral presentation
to develop a sufficient understanding of

position to rate it.

Presenter(s) explain the position(s)
purpose, responsibilities and examples of
work, know-how, problem-solving, and
accountability required for acceptable
performance.

A 4

Presenter(s) provide information about
agency organization and where positions
fit within this context.

Facilitator convenes Hay Session by
welcoming presenters, raters and

facilitating introductions.

No

Should new class
be established
based on job
evaluation results?

DOER Rep. completes documentation for
establishing a new class

Does salary
requested differ
from trend line
salary based on
Hay evaluation
results?

DOER Rep secures any additional
documentation for Compensation
Manager.

\ 4
Complete new class approval process.

No
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y

DOER Rep notifies
Agency Personnel of class establishment
and compensation assignment.

Agency Hay Committe
Decision DOER
Presenter
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