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POLICY  

The Fifth Judicial District Department of Correctional Services’ vacancies shall be filled through 
promotion, demotion, reassignment, or original appointment. The vacancy will be filled with the 
most qualified candidate with documentation to support the decision. 

DEFINITIONS 

Reassignment: A change of location, work hours, or days off within the same classification. 

PROCEDURES 

I. Lateral Reassignments 

A. Application for Reassignment 

1. Employees may request reassignment to different locations throughout the District as 
vacancies become available through job vacancy announcements. All reassignments 
will comply with the provisions of this section.  

2. A request for reassignment form must be submitted to the District Human Resource 
Department. Properly filed reassignment request forms will be given consideration 
following the closing date for the vacancy announcement. 

B. Selection 

1. The District Human Resource Department will consider the following factor in 
determining the most qualified applicant for the lateral reassignment: 

a. Any discipline actions incurred over the last 12 months.  
b. Length of service  
c. Applicant shall have received a minimum of a satisfactory performance 

evaluation on their most recent coaching review in their current position. 
d. Whether the reassignment mutually benefits the employee and the District. 

2. If the reassignment is acceptable, the District Human Resource Department shall 
notify the employee and his/her supervisor of the approval of reassignment. 

3. There are no reversion rights to the previous position. 

II. Promotions 

A. Application for Promotion 

1. All applications for employment must be made through the District’s electronic portal 
and must be received with attached transcripts by the Department prior to the 
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deadline for applications for the position. Any questions regarding the timeliness of an 
application shall be referred to and resolved by the Director and/or Directors 
Designee. 

2. In accordance with state and federal statutes, a criminal record check is conducted 
on all new or prospective employees, contract personnel, interns, and volunteers.  

3. The Department shall maintain an "Application for Employment" form that conforms to 
all laws, rules and regulations regarding equal employment opportunities. The form 
shall contain a section authorizing the Department to check all sources of information 
regarding the individual, including criminal history.  

4. All applicants seeking promotion must complete a Fifth Judicial District Department of 
Correctional Services Application for Employment  

5. Applications must be accompanied by your most recent transcripts prior to the 
deadline for applications, if applicable, (university, college, high school, etc.) before a 
candidate is considered for selection. This is also required for internal promotional 
purposes.  

6. The Human Resource designee will review all applications to ensure that all job 
qualifications and skills, per the job description, are met. 

III. Voluntary Demotions 

A. Application for Voluntary Demotion 

1. All applications for employment must be made through the District’s electronic portal 
and must be received with attached transcripts by the Department prior to the 
deadline for applications for the position. Any questions regarding the timeliness of an 
application shall be referred to and resolved by the Director and/or Director’s 
Designee.  

2. In accordance with state and federal statutes, a criminal record check is conducted 
on all new or prospective employees, contract personnel, interns, and volunteers.  

3. The Department shall maintain an "Application for Employment" form that conforms to 
all laws, rules and regulations regarding equal employment opportunities. The form 
shall contain a section authorizing the Department to check all sources of information 
regarding the individual, including criminal history. 

4. All applicants requesting voluntary demotion must complete a Fifth Judicial District 
Department of Correctional Services Application for Employment  

5. Applications must be accompanied by the most recent transcripts prior to the 
deadline for applications, if applicable, (university, college, high school, etc.) before a 
candidate is considered for selection.  

6. The Human Resource designee will review all applications to ensure that all job 
qualifications and skills, per the job description, are met. 

IV. Original Appointment (Hiring External Candidates) 

A. Application for Employment 

1. All applications for employment must be made through the District’s electronic portal 
and must be received with attached transcripts by the Department prior to the 
deadline for applications for the position. Any questions regarding the timeliness of an 
application shall be referred to and resolved by the Director and/or Director’s 
Designee. 

2. In accordance with state and federal statutes, a criminal record check is conducted 
on all new or prospective employees, contract personnel, interns, and volunteers.  

3. The Department shall maintain an "Application for Employment" form that conforms to 
all laws, rules and regulations regarding equal employment opportunities. The form 
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shall contain a section authorizing the Department to check all sources of information 
regarding the individual, including criminal history. 

4. All applicants must complete a Fifth Judicial District Department of Correctional 
Services Application for Employment  

5. Applications must be accompanied by the most recent transcripts prior to the 
deadline for applications, if applicable, (university, college, high school, etc.) before a 
candidate is considered for selection. 

6. The Human Resource designee will review all applications to ensure that all job 
qualifications and skills, per the job description, are met. 

V. Reference Checks 

A. After interviews have been completed and the top candidate(s) for the position have 
been selected, all available references, in particular, previous employers shall be 
contacted for information on the candidate(s). 

B. In checking references, questions may be asked as long as the questions pertain to the 
applicant's ability to perform the job and do not ask for information upon which illegal 
discrimination could be made. 

1. The hiring supervisor shall contact all available references of the candidate(s) and 
obtain the information necessary to make a sound determination of the best suited 
person for the job.  

2. The supervisor shall keep notes of each reference's responses and will forward the 
notes on to the Human Resource designee to file with the application materials. 

VI. Selection of Best Qualified Candidate (Promotion, Demotion or Original Hire) 

A. After all applicable (internal or external) reference checks have been completed the 
interviewers shall arrive at a recommendation for selection of an applicant to fill the 
position.  

B. The best suited applicant shall be chosen for the position, consistent with Equal 
Employment Opportunity guidelines and without regard for any non-merit factors as 
listed in the Department's Affirmative Action Plan.  

C. Administrative authorization for offering a position to an applicant shall be obtained from 
the Director. Any need of the selected applicant for a reasonable accommodation to 
perform the essential functions of the job shall be discussed and resolved at this time.  

D. When seeking authorization to offer the position, the hiring supervisor shall provide 
information regarding the selected applicant (including any criminal or driving violations) 
and the hiring process.  

E. Once an applicant has been selected and the Director’s approval has been obtained, the 
hiring supervisor shall contact the person verbally and the Human Resource designee 
shall contact the person in writing to offer the position.  

F. The verbal offer of hire shall be followed up in writing, unless the offered position is 
declined. The letter shall include the offered starting salary and the date the employment 
will begin. The applicant will be informed that acceptance of the offer for employment 
must be in writing and must also acknowledge acceptance of the starting salary, the start 
date and any special conditions of employment.  

G. If the selected applicant accepts the position, the Human Resource designee shall, as 
soon as possible, notify all other applicants for the position that the position has been 
filled.  

H. If the selected applicant declines, the interviewers shall review the other applicants for 
the position and may proceed by either selecting another applicant, holding additional 
interviews or requesting that the position be re-advertised.  
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I. If, at any time, records or information is received which may merit withdrawal of the 
hiring offer, the Human Resource designee shall contact the District Director and 
appropriate Assistant Director or Division Manager to discuss the situation and decide 
upon a course of action. 

VII. Intrastate District Transfers (CBC) 

A. District or State employees that wish to relocate to another District will need to apply for 
vacant positions. If selected to fill a vacant position, employment dates, accrued leave 
balances and insurance benefits of the current District or State agency will transfer to the 
hiring District. 

VIII. Background Checks 

A. The Human Resource designee will perform background checks on all perspective 
applicants and promotional candidates chosen for interview. The District’s Employment 
Application contains a Background Waiver for all applicants. The District Director will 
determine final eligibility for interview when questions arise during the record check. 

1. Criminal record checks and driving record checks may be done on employees at any 
time during their employment with the Department, as well as at initial hire.  

2. In addition, the Department may require that employees submit to subsequent record 
checks by agencies contracting with the Department for services, and provide 
whatever identifying information (including fingerprints) that agency may require.  

3. Criminal record checks shall include a DCI check. If the applicant has lived outside of 
Iowa recently, attempts shall also be made to obtain a records check from the other 
state(s). Local law enforcement records should also be checked if there is any 
indication that additional information might be obtained through that avenue. Hard 
copy results of criminal and driving record checks shall be obtained whenever 
possible. 

IX. Retention 

A. All application and related materials shall be maintained by the Human Resource 
designee to be filed and retained for three (3) years.  

B. Secure electronic results of criminal and driving record checks shall be maintained by 
the Human Resource designee for three (3) years. 

C. Human Resources may dispose of any files for which hiring occurred more than three (3) 
years ago, unless there is a complaint or litigation associated with the hiring. 


