Recruitment Summary Template
Organization Information
Organization Name: 
Point of Contact Name:
Point of Contact Email:
Date: 
Instructions 
The Recruitment Summary Template is designed to help summarize key organization recruitment information when proposing a salary adjustment due to recruitment challenges. This summary should highlight the nuances and trends that the data alone may not fully convey. Detail the strategies and actions being implemented to address the challenges. While the data is essential, the narrative should help bridge any gaps between the numbers and their real-world implications.
If your organization is submitting a proposal based on recruitment difficulties, you must provide the following to State HR Classification and Compensation at classandcomp@ofm.wa.gov. Templates can be found on the C&C Proposal Process website:
· Needs Assessment form
· Recruitment data 
· A narrative summary of the data
Recruitment data is required when your organization is struggling to fill positions, and you believe low compensation is the primary reason for recruitment failures.
State HR requires sufficient data showing that job postings are not receiving applicants, applicants do not meet qualifications, and qualified applicants are turning down offers due to salary. 
Organizations must document recruitment efforts that are failing specifically because of low pay. Use this summary document to:
· Describe the hardship caused by failed recruitments.
· Explain the extent of the problem.
· Are these issues experienced statewide or primarily limited to a specific geographic area?
· Other information helpful in showing recruitment efforts and difficulties.


Job Class
Job Class:
Class Code:

Summary
Organizations are responsible for summarizing recruitment data to explain the recruitment issues. Provide a high-level summary in this section, to include recruitment methodology.
Recruitment Efforts
	Describe efforts made to mitigate recruitment issues such as:
· Extensive recruitment outreach and marketing strategies,
· Efforts to reach broad and diverse candidate pools,
· Relocation packages,
· Placing the starting salary above step A.



Recruitment Successes and Challenges
Summarize successes and challenges the organization has experienced related to recruitment. This may include information on sourcing, number of candidates reached vs. applied, interviews conducted or declined, etc. 

Funded Vacancies
Complete the table below with information on funded vacancies as of submission date. Do not include those intentionally held vacant and not filling. 
	Location
	Number of Positions
	Type of Funded Position eg. Permanent, on-call
	Requisition Number
	Position Number

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



External Salary Information
Describe instances of employees leaving for higher salaries, doing the same or similar work.
Provide information shared:
· In employee exit interviews.
· When candidate declined the offer due to the offer of a higher salary elsewhere.

