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DPM Policy Acknowledgement (PA) Request Form
Background: Policy Acknowledgement (PA) is a PeopleSoft module that allows agencies to track policy dissemination and signoff. Requestors should allow a minimum of 4 weeks for configuration, query creation, and testing by STAR and DPM HRIS prior to deployment. Exact timing for project completion can vary. 
Process: The policy owner should (1) complete this form, (2) open a JIRA ticket, and (3) attach this form and copy of the policy to the JIRA ticket to initiate their request. Submit your ticket to the “DPM Enterprise HCM” queue.
Support: Contact Tina Updike, HRIS Administration & Management Director at tina.updike@wisconsin.gov.

1. Policy
Please attach your policy to the JIRA ticket with full formatting as you’d like it presented to employees.
· Policy cannot include links to external web pages or documents stored on internet and intranet websites
· Policy must be in Word (.doc or .docx) format
· PA uses rich text formatting so your policy will mirror original formatting as closely as possible; there may be slight variations
· Images can be included in the policy
· There is no character limit for policy text

2. Acknowledgement
Enter the acknowledgement wording below (e.g. “By checking this box, I acknowledge I have received, read, and agree to abide by this policy”).
· Length may not exceed 150 characters
Click here to enter your acknowledgement text.



3. Recipients
Specify who the policy acknowledgement will be sent to, using PeopleSoft field names as much as possible for clarity (i.e. business unit (agency), employee classes, employee categories, specific job codes, etc.).
· Persons of Interest (POIs) and Contractors (CWRs) cannot be included in a policy acknowledgement
· Policies are not sent to employees on leave of absence. When the employee returns to active status the policy will be triggered to send to the employee.
Click here to enter what groups of employees should receive the policy.

4. Duration
Enter the length of time employees have to acknowledge the policy, in number of days
· PA uses number of days, rather than a specific date as a deadline, so new employees are included and provided an equitable length of time to acknowledge the policy, as current staff were given at the time the policy was released.
x days to acknowledge policy 

5. Frequency (check one)
Check whether the employee is required to acknowledge the policy only once, or if they need to renew their acknowledgement on a regular cycle (such as annually). 

☐ One-time
☐ Recurring

6. Cycle (check one)
Select the cadence of the acknowledgement renewal. In advance of the renewal date HRIS will verify if you have updates to the policy language, recipient criteria, or duration.  All active staff meeting recipient criteria will be sent a notification to sign the policy again. New employees will receive the policy in accordance with #4. 
☐ Annual
☐ Biennial
☐ Other


7. Notifications (check all that apply)
Select which type of email notifications related to the policy are needed:
· Customized notification timelines are not available.
· A notification is always emailed to each employee when the policy is released.
☐ Email notification to supervisors when policy is released
☐ Email notification to employees when policy acknowledgement is 1 day overdue
☐ Email notification to supervisors when policy acknowledgement is 1 day overdue
☐ Email notification to employees 1x week until policy acknowledgement is completed
☐ Email notification to supervisors 1x week until policy is acknowledgement completed

8. Coordinators 
Enter any new agency coordinators who will be tracking policy compliance.
· Include name and IAM
· The Policy Documents Dashboard for PA Coordinators shows all policies that staff are tracking; coordinator access is not specific to each specific policy
Last Name, First Name, IAM

9. Policy Owner Contact Information
Please enter the policy owner’s name and contact information. DPM HRIS will contact you if we have followup questions, and to demonstrate the draft policy and coordinate testing. 
Name
Email
Phone
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