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HIRING PROCESS
(Note:  Must ensure you are also following any procedures your Division may have in place.)

1. Vacancy occurs.

2. Unit submits Request to Fill Form (form is on the intranet) for approval from Division to Office of Human Resources (OHR).

3. May initiate specialized recruitment in coordination with OHR (also see Administrative Policy 5.3).

4. OHR will request certificates from the Division of Personnel.

5. Certificate is obtained.  Certificates are specific to salary, class and county location.

Choices are:
Promotional/Reemployment/Transfer

Open

6. “Blurb” is submitted to OHR for approval, which describes the position and special requirements such as travel, overtime, lifting, etc. (blurb should also show position number).  Both blurbs to go with availability letters or for internal announcements must be approved by OHR.
7. Interview questions are submitted to OHR for approval (prior to availability letters being sent out).    Interview instructions and forms are located on the intranet.
8. OHR sends out requested availability letters and blurb.

Contact is made with potential applicants only after availability letters are received.  Do not use contact information included on certificates.  If circumstances necessitate contacting potential applicants without availability letters, you must discuss with OHR prior to contacting potential applicants.
9. Interviews are conducted.

When attempting to contact applicants to schedule interviews, if no answer, you must document that two attempts were made on two different days using all telephone numbers provided on the application.

IMPORTANT:  Please remember that applicants use the EASe system to get on the register.  This system is “self reporting” and there is no verification of applicant’s education or experience.  The checking of applicants qualifications needs to be a part of the review and interview process.  So please ensure applicants meet the actual minimum qualifications of the classification as required by the job specification (job specifications can be found at http://content.oa.mo.gov/personnel/classification-specifications/). 

PLEASE make sure a list is maintained on the Hiring Recommendation/Applicant Status Sheet reflecting the names of:

· individuals who interviewed and when;

· individuals who declined and the date on which they declined;

· no call/no shows and the date and time on which they were to interview; and
· individuals who could not be reached, along with dates/times attempts were made (attempts must be made on at least two different days using both numbers provided).

10. Selection is made.  Must follow Background Check Procedure below and get approved salary justification when wanting to offer above induction or more or less than promotional formula.
BACKGROUND CHECK PROCEDURE

PRIOR TO EMPLOYMENT

1. Applicant chosen.  

Must have signed DHSS Employment Application on chosen applicant.
2. Unit sends (via email or fax) the completed Hiring Recommendation/Applicant Status Sheet, signed application, copies of official transcripts and the Criminal Background Disclosure form to OHR.  Personnel Clerk checks EDL List, eligibility, and ensures reachable. If okay 

3. Unit contacts candidate and issues an offer of employment conditional upon the successful completion of a criminal background check.  At this time, unit requests date of birth from candidate and completes reference checks.

4. Unit contacts OHR/Personnel Clerk with date of birth and forwards completed reference checks. 
5. OHR completes criminal background check on-line.

6. Background Check okay = Personnel Clerk will contact unit and give the okay to proceed with official offer.

Background Check returned with information found = information sent to Office of General Counsel for review.  Once cleared through OGC and OHR, unit notified to proceed with official offer.

11. Complete and submit Confirmation of Acceptance (COA) form to OHR and copy Division Fiscal Unit as soon as offer is accepted (COA located on intranet).  COA must be received in OHR before applicants first day of employment.
12. OHR sends letter to employee confirming start date, salary, probation length, end of probation salary increase (if any), and location, unless it is an internal transfer or promotion.

13. Unit notifies applicants not selected, as well as those that were considered but were not granted an interview, by letter.  Copies of these notification letters must be returned to OHR with the interview packet.
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14. All interview materials and certificate information MUST be returned to OHR so that certificates can be processed and sent to the Office of Administration/Division of Personnel for auditing.  Please put interview material in the order that the eligibles appear on the certificate.  INTERVIEW PACKETS MUST BE RECEIVED AND PROCESSED BEFORE THE APPLICANTS EMPLOYMENT DATE.

FYI – Interview packets should consist of:
· Hiring Recommendation/Applicant Status Sheet
· interview questions with ratings and Criminal Background Disclosure forms
· copies of sorry letters

· copies of certificates relevant to the position

· signed availability letters

· completed and signed DHSS Application for Employment

· signed confidentiality statement of interviewers

15. Employee/Supervisor contacts OHR at 573-522-1256 to schedule an appointment for new employee to complete new employee packet within 3 days of hire date.  It is the supervisor’s responsibility to ensure they sign-in within the first 3 days to be in compliance with Immigration Laws.  Employees transferring/promoting/demoting within the Department do not need to meet with OHR or complete a new employee packet.
16. Employee is given job objectives normally within the first week of employment or as soon as the employee appears in PERforM and the supervisor is able to load them.

(Prepared by Office of Human Resources.)
INSTRUCTIONS FOR PARTICIPANTS OF INTERVIEW PANELS


In order to ensure that all who serve on interview panels for DHSS positions are fully informed as to their responsibilities and roles in the process, the following guidelines have been developed.  Individuals who are not DHSS employees and are asked to serve on panels must be willing to comply with these procedures.


It is the responsibility of the interview panel leader to ensure that the participants are aware of their responsibilities, and are knowledgeable of the duties and responsibilities of the position for which they will be interviewing.

DESCRIPTIONS OF RESPONSIBILITIES FOR INDIVIDUALS SERVING ON                  INTERVIEW PANELS


All selection procedures must be job-related and conducted in such a manner that all eligibles or applicants are evaluated on the same criteria to assure that all will have an equal opportunity for employment or promotion.  The following are requirements for individuals participating on interview panels for DHSS positions.


CONFIDENTIALITY:


Maintain confidentiality of the interview process.  This includes the names, education and experience of the candidates, the interview questions, the rankings of candidates and discussion among the interview team regarding the candidates.  This restriction continues to apply after the interviews are conducted and the selection is made.  This information is not to be shared with anyone outside the interview and selection process.


All certificates, structured interview plans, and interview documentation are considered to be confidential and managers/supervisors are responsible for assuring that this information is available to only those individuals having a need for this information in carrying out their official duties.


It is important that candidates feel that the selection process and the comments made during the interview will remain confidential and that no candidates have an unfair advantage.


RATING:


Rate each candidate independently.  Each rater should evaluate the candidate independently and not rely on group concensus.


QUESTIONS:


Structured interview questions have been developed for the position.  These questions are designed specifically for this position to assess the knowledge and skill needed to perform successfully.  The questions are job related.  Deviations from the questions should only occur as follow up questions or to clarify the question being asked.

DOCUMENTATION:


The structured interview process requires that each dimension be rated.  Using the candidate’s responses to the specific questions, you will need to determine a rating.  It is helpful to jot down notes which, when referenced at a later date, will help justify the rating given.  All documentation is to remain confidential.  However, only comments that are job related and related to the candidate’s ability to successfully perform should be included.  Objective documentation on the interview materials is very important should there be a challenge to the selection procedure.

THE PROCESS:


It is the responsibility of the leader of the interview panel to discuss with the interview panel members the steps in the selection process.  For example, this may be the first round of interviews and from these candidates the top 2-3 will be selected to return for an additional interview with the immediate supervisor and manager.  It is also the leader’s responsibility to ensure that the rating sheets are signed and the Summary of Interview Ratings is completed.


Once selection of the top candidate/s has been made, the immediate supervisor is responsible for checking references and obtaining approval to make a job offer.  Approval to offer the position may be required by the Division Director or Department Director.

(Prepared by the Office of Human Resources.)
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