Recruitment procedures: Staff Employees

(Continued)

CNAS Organizational Recruitment Procedures

(Revised effective September 9, 2010)
The following CNAS organizational internal procedures for staff appointments will assist and guide hiring staff through the necessary steps in hiring a staff employee and requesting any changes to current staff appointments.  Address questions regarding these procedures to the organization’s human resources analyst.

As appropriate, the University will recruit both within and outside its work force to obtain qualified applicants. To support career progress of qualified internal candidates, internal recruitment are allowable so long as it is consistent with equal employment and affirmative action objectives and results in a diverse pool of qualified applicants. 

Hiring a Career Staff Employee:

Position Description Form (job description toolbox)
Compete this form and submit with an employee requisition and recruitment plan form.  The position description is an official record of the duties assigned to a position. The HR analyst uses it to determine correct classification or grade level for the recruitment.  The hiring manager uses it to help with employee training, and employee performance management.  

Contact your Departmental Administrator if you are interested in recruiting for a generic Laboratory Helper, Laboratory Assistant I or II position.   Our college has a special recruitment process for these three types of appointments. (see appendix B)
Employee Requisition and Recruitment Plan Form (EmployeeRequisition.doc)
Complete this form for all career staff appointments, regardless of fund source, and submit to the Dean’s Office for approval with a current job description for forwarding to Human Resources.   Minimally, the Employee Requisition and Recruitment Plan should contain a summary of essential functions, planned advertising and outreach efforts, selection criteria and selection format, list of search committee members, and all appropriate approvals. The completed form provides a concrete description of the qualifications and duties for candidate evaluation.
Search Committee/Interviewers, Interview Questions and Interview Candidates
-Search/Interview Committee – 
Makeup- Identify 2 or more search committee members and name on the employee requisition and recruitment plan form.  Appropriate search committee members are:
· Position Supervisor

· Incumbents of positions with like functions (within or outside unit)

· Qualified individuals as determined by search committee chair

The search committee ensures that an adequate number of underrepresented individuals are included in the search and that the recruitment complies with affirmative action policies and guidelines.  Some suggestions are:
· Review the affirmative action goals for your unit to see if there is a discrepancy between the workforce availability and the current hiring demographics profile. 

· Ensure that the recruitment outreach is as broad as possible especially to underrepresented groups. 

· Create a recruitment plan with a broad outreach to underrepresented groups 

· Review committee interview questions to ensure they are diversity sensitive and appropriate. The Office of Faculty and Staff Affirmative Action (OFSAA) is available to provide support and assistance at any time. Email them at affirmativeaction@ucr.edu. 
Submit to the Dean’s Office at least two days prior to the interviews, to assure adequate time for the review and approval process; request Dean’s Office approval before holding interviews.  Keep all notes taken by the interviews for at least three years.  The Dean’s Office, in the event of dispute, may call for these notes. 

-Interview Questions –Submit all interview questions to the Department Administrator or his/her designee for review and approval.    Once approved at the department level, route to the Dean’s Office at least two working days in advance of the scheduled interviews.  The Dean’s Office reviews the interview questions for compliance with Affirmative Action regulations/policies and provides final approval to the department once the review is complete.  

Questions on the prohibited interview topics list are illegal.  These questions illustrate the problems created by unintentional bias, and they serve as an unnecessary obstacle to the hiring of diverse candidates. For a complete list of prohibited topics, see Prohibited Interview Questions. 

-Interview candidates – Selection/Screening criteria:
1. The hiring department screens all applications forwarded by Human Resources.
2. Normally, only the required skills, knowledge and abilities (SKAs) are used in the initial screening. The committee can screen secondarily further based on job-related responsibilities and preferred SKA’s.

3. After selection of the candidates for interview, the hiring authority forwards the list of recommended interview candidates to the organizational unit for review and approval.  The organizational unit also forwards the list of interview candidates to Affirmative Action office for analysis against placement goals.

Testing: 

Testing candidates on skills related to the essential functions and minimum qualifications of the position is allowable.  The Search committee can request work samples as verification of minimum qualifications.     

Preferential rehire
Consider applicants with preferential rehire rights prior to the final selection. Applicants that meet minimum requirements are eligible for hire.  If the individual does not meet the requirements, send the justification to Human Resources for review prior to notification of the preferential rehire applicant. 

Reference checks

Reference checks, employment verification, and verification of degrees, certifications and/or licenses validate the information provided by the candidate in the application and interview.  You can obtain reference information through contacts with individuals who have direct knowledge of the candidate's work record and performance.  The employment verification confirms the employment history of the individual through the employer's personnel records. 

Obtain the consent of the candidate before contacting current and previous employers and prior to conducting reference checks.  Prior to the background check and verification of degrees, certification and/or licenses, have the applicant complete an Applicant Release and Disclosure Form.  (EmployeeApplicantReleaseDisclosure.doc) 
All questions asked must relate to the job and link directly to position responsibilities and requirements.  

Obtain Reference checks and verification of employment and work performance from current and previous supervisors prior to final selection.   

Conduct employment and educational reference for all positions including critical positions.  Also, request, as a part of the reference check, a copy of prior performance evaluations of current UCR (or UC) employees.

Policy for Near Relatives

Subject to the Chancellor's approval, the employment of near relatives in the same department is permitted when such concurrent employment would be in the best interests of the University.  For the purpose of this policy, a near relative is defined as a spouse, domestic partner, parent, child (including the child of a domestic partner), or sibling.  In-laws and step-relatives in the relationships listed, including relatives of the domestic partner who would be covered if the domestic partner were the employee’s spouse, are also defined as near relatives.

The general position of the Dean’s Office is that appointments of near relatives within the same department are an exception to policy if (a) a close working relationship exists (i.e. working in the same lab or administrative department), (b) will have the same supervisor or (c) a supervisory relationship (or the potential for such) between the near-relatives will exist.  Policy prohibits University employees from participating in the processes or review and decision-making on any matter concerning the appointment, promotion, salary, retention, or termination of a near relative.  
Submit all near relative hire requests, (near relative memorandum) to the Dean’s Office with the employment offer request.  Exceptions to this policy will be approved by the Dean.
Employment Offers

Request Dean’s Office approval prior to the employment offer by submitting a written request to hire with the following information:

· Name of the candidate 
· Beginning salary for a new employee (generally Step 1)

· Beginning salary over step 1 or minimum of the range: requires justification and departmental approval prior to submission to the Dean’s Office. 
· Near Relative Memorandum (if appropriate)  

Related Policies and References
Personnel Policy 20 -Recruitment
Personnel Policy 21 - Appointment


Reemployment of UC Retired Employees into Staff Positions:
Please refer to the UC Riverside Campus Procedure for Reemployment of UC Retired Employees into Staff Positions Policy.

For actions within policy, the following documents must be completed and submitted to Human Resources at least 30 days in advance of the appointment begin date. The following are restrictions on the reemployment of Retired Employees:
· Reemployment must be due to University need.

· Prior to reemployment of a retiree, the job must be posted and a search begun within 30 days of the vacancy being created and a 30 day recruitment must be held.

· A Retired Employee must have a break in service of at least 30 days but preferably 90 days.

· Employees who have not reached normal retirement age must not engage in discussions concerning reemployment until after they have received their first monthly payment or lump sum cashout or 30 days after separation, whichever is later.

· Retired employees must have an appointment of no more than 43% during any 12 month period.

· Reemployment in one or multiple locations must not exceed a total of 12 months.

· A retired employee who agrees to suspend UCRP monthly retirement income payments may be reemployed temporarily or reemployed in a career appointment as long as there is a minimum 30 day break in service.

Related References/Forms:
Policy 2.235 - Reemployment of UC Retired Employees into SMG & Staff Positions 
Frequently Asked Questions 
Implementation Procedures 
Retired Employees Approvals Form – UBEN 138 
Returning to UC Employment Retirement Factsheet 
UCRP Rehired Retiree Election Form – UBEN 1039 
Hiring a Limited Staff Employee:
Temporary/Limited Appointments – Without possibility of becoming career) (Reference: UCR Local Procedures: Policy 20: Recruitment: III –Exceptions to Recruitment)
Department Administrator or Unit Head (MSO, FAO, or Director) may approve all positions in the listed table below that are: 1) expected to be part-time and less than 1,000 working hours in a consecutive twelve-month period or, 2) full-time for less than six months.

	Title Code Description 
	 Title Code 

	 _Assistant I 
	4724

	 _Assistant II 
	4723

	 _Assistant III 
	4722

	 Analyst I 
	7234

	 Analyst II 
	7235

	 Clerk, Sr. Clerk 
	4672

	 Farm Worker 
	9606

	 Lab Helper 
	9606

	 Lab Assistant I 
	9605

	 Lab Assistant II 
	9603

	 Lab Assistant III 
	9602

	 Laborer 
	8543

	 SRA I 
	9613

	 SRA II 
	9617


The Department Administrator or Unit Head must ensure that the department retains the signed limited approval form as part of the employee’s personnel file with all required information regarding:

· Date of request

· the position’s essential job functions 

· the required skills, knowledge, abilities and competencies that the incumbent needs to successfully perform the job duties 

· the duration of the appointment, 

· % time of the appointment, 

· funding source, 

· current hours toward career eligibility, (if pertinent)

· other relevant information regarding the position.

Deans Office approval is needed, prior to hire, for the following circumstances:

· Limited appointment of near relative.
· Limited Appointments with possibility of becoming career. An open recruitment will be required for all limited appointments that have the possibility of converting to career status. The Dean’s Office may approve a temporary/limited hire for up to three months, while the recruitment is completed. 
· Limited Appointments of position classifications not listed under Table 1

· Limited Appointment with request of salary beyond minimum of the range or step 1.0.

· Limited Appointment requests of rehired retiree, which will still need to be routed to Human Resources for approval prior to hire.

Requests for limited appointment approval may continue to be forwarded to the Dean’s Office for review whenever warranted as listed under this section or at the discretion of the department.  

Documentation of Approval and Audit Review

Payroll preparers should reference the date of the Department Administrator or Unit Head’s approval.   At the minimum, utilize the following language in the comment section (F5) of the PPS entry:

Limited appointment without possibility of becoming career.  Limited Appointment request form completed and approved by    ___________ on ___________.  (additional information may be added)

The signed limited approval form should be part of the employee’s actual or electronic personnel file. The Dean’s Office will perform audits on a post pan review basis.  
Extensions: The Department Administrator or Unit Head will be responsible for approving any additional extensions of the position beyond the original hiring period.  Extensions based on the initial appointment form would be approved without additional paperwork provided that:

1) There is no break in service: (break in service= four complete calendar months).

2) The changes in duration or end date do not exceed one year from the original appointment date.

3) Any changes in job duties do not warrant a new job classification.

A new form will be required if:

1) Changes in job duties warrant a new job classification, (within the restrictions of the current approved listing).

Please utilize this description language below to describe the action under the comments section in PPS –(PAN description language) 

“Extension of Appointment X, based on original appointment approved (date) by (Approver’s Name)”.

A limited appointment cannot, under any exception or circumstance, convert into a career position without a recruitment conducted. The Department Administrator or Unit Head should periodically review all limited positions, specifically all limited appointments that exceed 600 hours, to determine the need for an open recruitment.
Certification to approve Limited Requests without Possibility of Becoming Career

To become certified, the Department Administrator or Unit Head will certify to the CNAS Dean’s Office that s/he has taken the following classes through Human Resources::

· How to Write a Job Description; and
· How to Conduct a Reclassification Review or

· IReview Training held December 1, 2009 (Submitting a new reclassification review)

Appendix B

Procedure for Recruitment utilizing the Laboratory Helper/Assistant I/II Pool

The department should review the applications and make photocopies of those that are of interest to them.  We are still working on the process with the online application review system.  But currently, the Dean’s office will send the applications via the application review system per your request.  The Dean's Office will continue to approve the interview candidates and interview committee. The interview questions will require the review and approval of the department administrator, but do not need to be reviewed by the Dean's Office.

Dean's Office approval to hire the selected candidate and salary request is still required prior to offering the candidate the position.  The department will need to complete the "Record of Department Interviews Form" and forward it to Human Resources immediately upon completion of the recruitment.  Please notify the Dean's Office of the start/effective date.

Departments will be the office of record for documentation relating to these recruitments and that the documentation should be maintained in the department's administrative office files.

Memorandum

Date: Click here to enter a date.
To: Choose an item.
Through: Enter FAO/Chair Name and Department.
From: Enter Supervisor’s Name.
Re: Approval request for Near Relative Hire

Name of new relative hire: Click here to enter text.
Payroll Title of Position: Click here to enter text.
Type of position:Choose an item.
Name of UCR Relative: Click here to enter text. Payroll Title: Click here to enter text.
Relationship to new relative hire: Choose an item.
A. It is in the best interest of the University to hire this near relative due to the following reasons:

1) This is the best identified candidate determined by an open recruitment, # enter recruitment number completed
 Click here to enter a date.
OR

2) Waiver of recruitment due to limited appointment without possibility of becoming career and candidate meets the required minimum skills, knowledge, abilities and competencies for the position. 
Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

B. If any of the following are selected as “yes”, additional approval is required:

1) Would have a supervisory relationship with each other.  Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

2) Would have the same immediate supervisor.  Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

3) Would have a close working relationship. Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

4) Current employees in which one or all of the above situations now exists. Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

*Additional Approval required if yes is indicated under Section B above. Please provide additional justification below:

In accordance with UCR policy ​​​​​​​​​​​​​​​​​​the current employee will not participate in the processes of review and decision-making on any matter concerning the new hire’s appointment, salary, retention or termination.

__________________________________​​​​​​​​​​​​​​​​​​

Supervisor’s Signature and Printed Name

__________________________________

Chair’s/FAO Signature and Printed Name

__________________________________
*Thomas O. Baldwin, CNAS Dean
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