Bourns College of Engineering

Staff Recruitment Policy and Procedures

April 30, 2007

Below are the policies and procedures for the Staff Recruitment process for our College. The mandated policies and procedures of the University of California, the UCR Local Procedures in addition to the requirements and specific procedures of the College of Engineering are incorporated. This is to provide, detailed instructions for staff recruitments to obtain a higher level of consistency.   
Introduction
It is essential that the Bourns College of Engineering (BCoE) continues to maintain the integrity of UC policies and procedures, which incorporates the compliance of Federal, State, Contract and Grant laws and policies.   It also remains essential that BCoE complies with the University of California’s Nondiscrimination in Employment policy and the Americans with Disabilities Act of 1990.  

http://atyourservice.ucop.edu/employees/policies_employee_labor_relations/personnel_policies/spp12.html
http://www.humanresources.ucr.edu/?content=ProgramsAndServices/DisabilityManagement/ADAGuidelines.html
Our ultimate goal is to hire the most qualified candidate for the position as quickly as possible.   Therefore, the policies and procedures below are designed to provide the instructions required for staff recruitments in addition to providing consistency throughout our college.    The information contains the following:

· Creating or revising a position description and employee requisition

· Advertising the recruitment

· Interview process

· Successful candidate selection

· Hiring process

· Recruitment wrap-up

· Recommendations

Creating or revising a position description and employee requisition forms
All job descriptions whether new, revised or existing, need to be completed on the On-Line Job Description form located on the Job Description Toolbox (JDT), the web links below. http://humanresources.ucr.edu/jdt/OnlineToolJDTHome.aspx.

All sections on the position description form need to be completed.   For an existing job description, you may cut and paste the information onto the on-line form.  For a new job description or one that needs revising, the JDT provides a job description builder to assist with this process.   It provides an extensive list of position duties, responsibilities, and required and preferred skills, knowledge, and abilities.   It is pertinent that all major duties and responsibilities be included.   This is to ensure that the employee and the supervisor understand all of the required functions of the position.  

The employee requisition form is a Word document that can be found on Human Resources’ website at: http://www.humanresources.ucr.edu/static/forms/EmployeeRequisition.doc.  The employee requisition form requires some of the same information as the job description but also requires the position’s salary range.   The salary range information can be found on the Title and Pay Plan located at   http://oas.ucr.edu/tpp/owa/tpp_main.mainpage.  
The completed position description form needs to be electronically forwarded to the Staff Recruitment Analyst in the BCoE Dean’s Office through the JDT along with the completed employee requisition form (via an email attachment), for review and approval.   Once approved by the BCoE Dean’s Office, they will be electronically forwarded to the Human Resources Office.   If adjustments are needed, both documents will be returned for revisions and then, they will need to be re-submitted to the BCoE Staff Recruitment Analyst and Assistant Dean of Administrative for approval and forwarding. 

Advertising the recruitment
The Human Resources Office will use the employee requisition form to create an advertisement and post it on the Human Resources’ Jobs website.   This website is accessible to both employees and the public.    In addition, they will advertise the position at the following locations free of charge:   
· Higher Education Recruitment Consortium (HERC) - http://www.socalherc.org/
· Higher Education Jobs -  http://higheredjobs.com/
· IMDIVERSITY Career Center – http://imdiversity.com/
Additional advertising is available; however, the department will be responsible for all costs. 
The positions will be advertised for a minimum of two weeks before the application review process may begin.  Another option is to have the position advertised as “open until filled”.   You will need to check the box on the employee requisition form to indicate your choice.  Once the advertisement requirement has been completed, the department will need to contact Human Resources to arrange a time to pickup all available applications and resumes.  Any applications or resumes submitted directly to the department are to be sent immediately to Human Resources for processing.  

Interview Process
Interview Committee:  An interview committee will need to be selected and a committee chairperson will need to be appointed (the chairperson is generally the position’s supervisor).   The committee will consist of three or more members.  It is recommended, but not required, that at least one member of the committee be from another department, college or UCR unit.   
Interview Candidate Selection:  Committee members should review and rank all of the applications and resumes.  The committee chair will tally the rankings and inform the committee of the top candidates.   If less than three candidates are selected, written justification will need to be provided to and approved by the Dean’s Office Staff Recruitment Analyst.  The ranking is to be based on the applicant’s experience, skills, knowledge and abilities to perform the essential job functions and to meet the job requirements identified on the position description.  

Once the interview candidates have been identified, the committee chair will submit the candidate names to the Staff Recruitment Analyst (SRA) for approval (via interdepartment mail or email).  It is the responsibility of the SRA to review Affirmative Action goals and determine if the interview candidate pool meets the campus and departmental placement goals.   If not, the committee will be provided the name(s) of the candidate(s) that meets the Affirmative Action placement goals.   The committee can either interview the candidate(s) or provide written justification to the SRA as to why the individual(s) was not selected for an interview.   
An exception to the above procedures is initiated if a Special Selection Candidate indicates an interest in the position.   A Special Selection Candidate is defined as: 

· An employee who has been out on medical leave and is now unable to return to his/her original position due to medical restrictions or disability, but may be qualified for this position with reasonable accommodations.  For specific policy information go to:  http://atyourservice.ucop.edu/employees/policies/staff_policies/spp66.html http://atyourservice.ucop.edu/employees/policies/staff_policies/spp81.html
· A prior employee who was laid off or whose position was reduced in time and has eligibility rehire rights.  For specific policy information go to:  http://atyourservice.ucop.edu/employees/policies/staff_policies/spp60.html
In order for a Special Selection Candidate to be considered for the position, he/she must possess the required skills, knowledge and abilities and must have experience relevant to the essential job functions.    The department administrator and/or supervisor will review the candidate’s application/resume to determine if the candidate's qualifications meet the requirements of the position.  If the candidate’s qualifications are acceptable, the candidate can be immediately hired for the position or can be required to interview for the position.  If selected for the position, the department administrator will notify, in writing, the Staff Recruitment Analyst (SRA) and Human Resources.  If the candidate’s qualifications are not acceptable or the interview committee does not hire the candidate following an interview, a written justification must be submitted to the SRA and Human Resources for review and approval.   
Interview questions:   The department/interview committee will prepare the interview questions.   The questions must pertain directly to the position’s essential job functions and the required skills, knowledge and abilities.  A minimum of 15 questions should be prepared.  To assure that the interview questions are appropriate and lawful, they will need to be submitted to the Staff Recruitment Analyst (via interdepartment mail or email) for approval three days prior to the scheduled interviews.   Sample interview questions can be found on the UCR Local Procedures-20 Recruitment.  http://humanresources.ucr.edu/Static/HRUnits/EmploymentServices/RecruitSelectIntGuide.htm The interview committee should ask only and all of the approved interview questions.   This guarantees fairness to all candidates.  
Interview Scheduling:   Interview candidates may be contacted by telephone or email.  It is appropriate to give the interview candidates one to five days of lead-time to allow for scheduling and travel arrangements.   Travel reimbursement will only be provided for upper management positions; please see the UC Travel Policy and Procedures in the Business and Finance policies - G28.  http://www.ucop.edu/ucophome/policies/bfb/g28.html
The committee should schedule both a pre-meeting and post-meeting for each interview.   This will allow time for the committee to discuss issues regarding the interview candidate prior to and following the interview.   Following the interview, the candidate may be asked to provide the chair a list of three professional references.   If the candidate does not provide a list at the time of the interview, he/she can either fax or email the list to the chair.  
Applicant Testing and Work Sample:   Interview applicant testing and requesting a work sample are allowed, however; all interview applicants must complete the same established test and/or be required to provide work samples.  In addition, according to the UCR Local Procedures, 
Pre-employment tests need to comply with Equal Employment Opportunity Commission (EEOC) Guidelines, which provide employers with government requirements that must be met in order to avoid discrimination in testing and other employee selection processes. Departments should confer with Human Resources regarding test development and adverse impact studies before implementing testing procedures, (UCR Local Procedures - Policy 20, Section I-Applicant testing).
Successful Candidate Selection 
Once the interviews have been completed and a candidate has been selected for the position, the committee chair will complete the following prior to making a job offer: 
Contact candidate’s professional references:    According to Human Resources’ recruitment policy, “references are checked for three basic reasons: (1) to verify employment; (2) to verify what you have learned during the interview; and (3) to obtain employment recommendations” (UCR Local Procedures-Policy 20-Section I-Checking references).  A minimum of three references will need to be contacted; one must be the individual’s current supervisor.  If candidate is a current UC Employee, review of the employee’s personnel file must be completed.  It is also critical to verify with the employee’s supervisor that all pertinent documents are included in the personnel file.   Reference Check Questions asked must relate directly to the candidate’s employment and experience, and cannot be of a personal nature.  Sample interview questions can be found on the UCR Local Procedures-20 Recruitment, Section I, “After the Interview”, Item 2 - Checking references.   Responses must be documented. http://humanresources.ucr.edu/Static/HRUnits/EmploymentServices/RecruitSelectIntGuide.htm 
Salary offer:  The salary offer should be based on candidate’s experience, knowledge and education (if applicable).   The offer must also fall within the University and Department guidelines.   Generally, a salary offer is at the salary minimum up to the first quartile or the second step of the position’s salary scale.   To review the salary scale for the position, refer to the employee requisition form or to go:  http://oas.ucr.edu/tpp/owa/tpp_main.mainpage and enter the position’s title code.   Keep in mind that the position was advertised with the salary range.  Salary offers above the salary minimum will require justification and approval from the Department Administrator, BCoE Dean’s Office and possibly Human Resources.  
Submit a request to hire:  A memo or email must be submitted to the BCoE Dean’s Office Staff Recruitment Analyst that includes the candidate’s name, proposed salary and effective date.  Once approved by the Dean’s Office (via email), you may offer the position to the candidate.
Notify successful candidate:  You may contact the candidate via telephone or email, however; an official offer letter to the candidate must be prepared that states the position title, the approved salary and effective date.   The letter will also need to include information regarding the required background check that must be completed prior to his/her effective hire date.   (If the successful candidate is a current employee and has already had a background check, a new one may not be required.)   The candidate will need to sign the letter and return it to you prior to his/her first day of work.   

Recruitment Wrap-up
“The interview committee chair will be responsible for maintaining all recruitment documentation for two years.   The required documents are:

· The names of the interview committee members

· The names of the selected interview candidates

· Applicant Ranking sheets

· Interview questions and notes taken during interview
· Applicant tests and/or work samples
· Reference check notes

· All correspondence with Staff Recruitment Analyst and Human Resources related to the recruitment”, (UCR Local Procedures-Policy 20-Section I-Documentation).
Return all applications and resumes to Human Resources along with the completed “Record of Interview” form promptly.  Keep the original application/resume of the hired individual for his/her personnel file and provide Human Resources with a copy.  
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