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ASSESSMENT METHODS: SELECTION FOR RETENTION
In a selection for retention process, the assessment methods chosen should be based on the quality of the information that the methods can provide. The kind and amount of information required to assess a given qualification must be determined and a clear link established between the methods or tools chosen and the qualifications on the statement of merit criteria. The use of multiple, well-developed assessment tools usually provides a more complete and valid assessment, and the integration of information from more than one source ensures a more complete and accurate picture of the persons being assessed. 
When determining which assessment method to use, it is important for managers to keep in mind that in most selection for retention situations, employees are being assessed for a position for which they’ve already demonstrated that they meet merit, have education, knowledge and experience and therefore managers will be assessing the degree to which each affected employee meets the criteria. The choice of assessment methods can be made in considering the following four factors: 
· Occupational group and level and nature of the job duties
· How familiar the manager is with the work of the employees
· Volumes of employees to assess
· Degree of changes in merit criteria (i.e. none, slight changes, all new, etc.)
As the process of selecting employees for retention may be very stressful for employees, careful consideration of the assessment methods selected is essential and selection should be made with respect and sensitivity. Managers must be able to clearly explain the assessment strategy selected to both employees and bargaining agents.

	ASSESSMENT METHOD
	CONSIDERATIONS/LIMITATIONS

	In-House Written tests


	· May be used to assess various types of qualifications.
· Different formats are possible (e.g., multiple choice, short answer, essay, electronic (on-line) testing).

· Ideal when there are many employees to assess.
· Useful when the qualifications to be assessed are of a technical or scientific nature and involve problem solving/require specific answers.


	Interviews

	· Permit good overall evaluation of candidates, if well structured.
· Permit explanation, elaboration and clarifications.
· Can be time-consuming if many employees are to be interviewed.
· Should be used in conjunction with other method(s) to avoid impression of subjectivity.


	Samples of previous work


	· Show what the employee has already achieved.
· Make it possible to obtain clarification, explanations, additional information on qualifications.
· Evaluator must try to determine the employee’s actual contribution to work performed.
· May be relevant in situations where functions of the work to be performed require the production of concrete documentation that may be reviewed and assessed (such a briefing notes, reports, work files, etc.).


	Checking references


	· Provide information on the employee’s experience, behaviours and work performance over a long period of time.
· Effectively complement information obtained by other assessment methods.
· Evaluation criteria must be clearly defined.
· The information obtained must be limited to facts rather than opinions/impressions.


	Manager’s knowledge of employee performance (Paperboard assessment)


	· Can be useful in situations where the manager knows all the persons being assessed equally and where the use of interviews or tests might be perceived as unnecessary.

· May not be appropriate in situations where managers have not been working with each of the employees being assessed for a full performance management cycle.

· Managers need to possess sufficient information on each employee in order to ensure a fair assessment. 

· Should be used in conjunction with other method(s) to avoid impression of subjectivity.



	Performance Evaluations/Appraisals

	· Show what the employee has already achieved, his/her weaknesses and strengths.
· Can be useful for work units who have formal, regular and standardized performance evaluations for all their employees.  

· Performance or disciplinary problems must be addressed outside the work force adjustment process. Managers should not use the process of selecting employees for retention or lay-off to address such issues. 


	Employee's self-assessment 

	· Employees could be asked to provide verifiable behavior-based descriptions of their performance from their own experience to illustrate the degree to which they possess merit criteria, such as abilities or personal suitability factors. 
· Evaluation criteria must be clearly defined.

· Note that self-assessments used alone may not be reliable indicators of actual job performance.

· Should be used in conjunction with other method(s) to avoid impression of subjectivity.



	ASSESSMENT METHOD
	CONSIDERATIONS/LIMITATIONS


	Public Service Commission Tests

Written Tests (such as: Written Communication Test, Situation Judgement Test, etc.)

Simulations/Situational Exercises (such as: Managerial In-Basket Exercise, Program Advisor Simulation, etc.)
Others (such as: Candidate Achievement Record*, etc.)

*A tool which typically assesses 3-4 key leadership competencies through self-reported examples of past performance and work-related achievements.

	· Standardized, therefore permit valid assessment of future performance.
· Prepared and corrected by the PSC.

· Allow for a completely impartial and fair assessment.
· Greater defensibility in Public Service Staffing Tribunal (PSST) complaints.
· Due to its formal setting, some of these assessment methods may be very stressful for employees.
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