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PROCEDURE PURPOSE

This procedure is intended to provide guidance to supervisors, managers and employees regarding the hiring of classified staff covered by state civil service law and collective bargaining.
TO WHOM DOES THIS PROCEDURE APPLY

This procedure applies to all classified employees and applicants for classified employment.
REFERENCES

These references do not apply to all classified employees.  These references may apply, in whole or in part to non-represented, WPEA or WFSE covered employees (see WAC & bargaining agreements for specific application).

WAC 357-16 – Recruitment, Assessment & Certification

WAC 357-19 – Appointment & Reemployment

WAC 131-16-080 General Standards of qualifications for Community and Technical College personnel.

RCW Title 28B.16 – State Higher Education Personnel Law

RCW Title 41 – Public Employment, Civil Service and Pensions

WPEA Collective Bargaining Agreement

WFSE Collective Bargaining Agreement

PROCEDURE
All managers and supervisors will receive the internal approval in consideration of budget, position allocation, position function, staffing level implications and salary prior to requesting the publication of a position opening.

Managers and supervisors are expected to consider all of these elements and be prepared to articulate their specific business needs as a part of the College’s position recruitment approval process.

Recruitment strategies will take into consideration the scope, responsibility and competencies of the position and consideration of affirmative action goals to ensure the most effective, efficient and useful methods of recruitment.  The appropriate documentation shall be used to receive internal approval.

PERSONNEL REQUISITION

· Complete the Personnel Requisition form and forward to the appropriate Vice President for approval.  New positions require Presidential approval and must be accompanied by a letter of justification for the position.

· Attach a current position description which includes the essential functions, competencies, knowledge, skills and abilities required for the position to include:

· Summary of the position.

· How the position supports the college’s strategic initiatives.

· Supervisory responsibilities, if any.

· Competency statements.

· Knowledge, skills and abilities.

· Working conditions.

· Licenses, background check and/or certifications required.

· Forward the completed package to the Employment Manager who will ensure the appropriate internal approval process is followed prior to publishing position recruitment openings including budget confirmation approval.

RECRUITMENT, ASSESSMENT AND SELECTION

· Managers and supervisors will work with the Employment Manager to discuss and agree upon the recruitment process.

· Advertising appropriate to the position

· Targeted and specialized resources (i.e., diversity publications)

· Electronic sources

· Conferences

· Professional Associations, meetings and newsletters.

· Professional Networking.

· Managers and supervisors will confer with the Employment Manager to determine if the establishment of a promotional organizational unit for recruitment purposes is appropriate prior to publication of a recruitment notice.

· The Employment Manager allocates the position to the appropriate classification.  The Employment Manager or designee conducts a job analysis, ADA analysis and assists in determination of position specific competencies.

· The Recruiter will apply recruitment practices recognizing competencies that are associated with the position function and recruitment strategies as developed by the committee chair/supervisor in conjunction with the Employment Manager and equal opportunity representative.  Each recruitment process will be position specific to meet the competencies, knowledge, skills, abilities and requirements of each position.  The recruitment period will vary and may be extended or re-opened as necessary based upon organizational need.  WFSE covered positions will be posted for a minimum of 10 calendar days.

· The Employment Manager certifies the candidate pool to the employing official for consideration by the interview committee.  If the college has a current WFSE layoff list, and those covered employees meet the competencies for a WFSE covered position the most senior candidate will be appointed to the position. WFSE or WPEA promotion, transfer and voluntary demotion candidates (depending upon the bargaining unit of the position) that meet the competencies for the position will be considered prior to external candidates.

· The College will consider all applicants including internal candidates who complete the recruiting requirements and meet the competencies for the position.  WFSE covered employees will be considered in accordance with Article 3 – Hiring and Appointments; 3.1 – Filling Positions.  WPEA covered employees will be considered in accordance with Article 2 – Appointment and Reappointment; 2.1 Filling Positions.

· Screening options and interview and selection criteria will be discussed and agreed upon with the appropriate manager and the Employment Manager once a recruitment need is identified.  Assessment criteria will evaluate the candidates in the most objective manner possible based upon the competencies needed to perform the duties, responsibilities relative to key college strategic initiatives as they relate to the successful performance of the position.

· The appropriate administrator or supervisor serves as the committee chair who then selects the screening committee to include an equal opportunity representative.  Committee members are selected by the committee chair and should be composed of three or more individuals from related departments or programs who interact closely with the position.  The Employment Manager will appoint the Equal Opportunity Representative.

· The committee and the assigned Equal Opportunity Representative meets to discuss the needs of the position, discusses the college’s affirmative action and diversity goals pertinent to the position, reviews fair and unfair hiring practices and assists the chair/committee in developing questions to be asked during the interview.

· The committee agrees upon the selection criteria and develops the interview questions.  The equal opportunity representative and committee chair reviews this information with the Employment Manager.  The interview questions, screening criteria and other evaluation methods must be provided to and reviewed by the Employment Manager or designee prior to use.

· The Recruiter will forward the applications of those certified for the position to the committee chair.  The committee screens the applications based upon established guidelines and identifies the applicants to be interviewed.

· The Equal Opportunity Representative and the Committee Chair reviews the materials of those candidates not identified for interview.

· The committee interviews the selected candidates, administers any related skills evaluation, conducts in-depth reference checks and makes their recommendation to the Vice President for approval.  The recommendation will include justification as well as the Equal Opportunity Representative’s written report.

· The Committee Chair prepares and submits all screening, reference and interview documentation along with the Equal Opportunity Representative’s report to the Employment Manager for review.

· The Vice President or appropriate administrator reviews the recommendation from the committee including the EO report and forwards his/her approval along with the committee’s recommendation to the employment manager.

· The Employment Manager reviews the recommendation and prepares a letter of appointment for the appointing authority’s review and approval.

· After the selection process is complete, the employing official returns applications, rating sheets, interview materials and reference check documents to the Recruiter.

· The Committee Chair or supervisor notifies the candidates interviewed but not selected of the hiring decision.


Page 1 of 4

