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	California State University, Stanislaus

	
	

             Human Resources  

      MPP Recruitment Guidelines


	I.  Initiation/Needs Assessment:
      (Hiring Admin role & VP)
	Hiring administrator will consult with appropriate managers/administrators whenever a new position is being sought or an existing position becomes vacant.  For vacant positions, the department should discuss whether the position is still needed (e.g., can others absorb any or all of the position duties; are some/all of the duties no longer relevant or replaced by non-personnel methods such as technology; etc.)?  If the position is needed, do the duties need to be updated or otherwise changed?

	II.  Recruitment Planning Meeting
       (Hiring Admin role & HR)
	Recruitment preparation meeting with Human Resources (setting the appropriate classification & pay range) - Hiring administrator will bring/discuss the following:
1. Department/unit organization chart (if applicable);

2. Draft of a new or revised position description, to include primary qualifications/criteria desired by hiring administrator (classification purposes);

3. Current position funding and proposed MPP level/salary
4. Plans and timelines for the recruitment process.

	III.  Employment Request Approval & Posting/Job Announcement: 
      (Hiring Admin role, VP, Pres approval)

	Hiring administrator will prepare and submit Employment Requisition, President’s Action Request (PAR) and Job Posting.  The job announcement content should be based on decisions reached during the recruitment planning meeting.  The employment request shall also identify the staff support person for the search committee, along with their contact information (e.g. phone & email).

	IV.  Search Committee Composition:  

         (Hiring Admin role)
	Hiring administrator will identify, in consultation with appointing administrator and HR, the search committee composition -- refer to MPP recruitment policy, search committee section.  http://web.csustan.edu/HR/Apps-Forms-Policies-Procedures/Forms-Apps.html 

	V.  Initial Search Committee Meeting:  

       (Hiring Admin role)
	Hiring administrator schedules initial meeting with search committee and HR representative to:
1. Discuss confidentiality requirements throughout the process;

2. Inform the committee regarding staff support (includes sending acknowledgment letters to applicants; coordinating travel arrangements for candidates, etc.);

3. Distribute the previously approved detailed job description;

4. Distribute a draft job advertisement (with list of where ads will be placed); Ad states applications are to be submitted electronically or via fax to the staff designee of the hiring administrator; may also request a philosophy statement.  Staff representative will log and forward applications electronically to committee members. (sample job advertisements are attached.) ;

5. Identify proposed search timeline;

6. Distribute campus visit schedule, if known; if not a sample will suffice (see attached samples for academic/non-academic management positions);

7. Distribute sample interview and reference check questions;

8. Distribute screening criteria developed by hiring administrator for committee comment; and

9. Inform committee that applicant logs will be maintained and updated weekly (or as needed), with copies sent electronically to the committee, hiring administrator, and HR.        

	VI. First Level Candidate Screening Reference Checks:
      (Search Committee Chair/Committee role)
	Search committee chair (or committee) schedules meeting with hiring administrator and HR representative (as needed) to review the committee’s initial list of candidates (6-8); hiring administrator may request that the committee consider other applicants based on his/her review.  If the hiring administrator accepts all candidates, the search process moves to conducting “extensive reference checks” both on and off the lists provided by applicants:
1. If additional information or clarification is asked of short list candidates, a specific deadline for response will be established;
2. Committee chair/or designee contacts candidates to inform them that reference contacts will be made, both on and off their lists, and then notifies appropriate committee members to begin making reference calls using the approved questions.  
3. Committee chair makes reference check assignments to individual members. The chair will notify the committee member once the candidate has been contacted so that they can proceed.  The chair sets the deadline for completion of reference checks.

	VII. Second Level Candidate Screening & Interviews:
        (Committee Chair role)
	Search Committee meets with hiring administrator and HR representative to:
1. Review reference check results and provide recommendations for campus visits (3-4 final candidates); and,
2. If the hiring administrator accepts the committee recommendations for campus visits, the Committee chair (or designee) contacts the candidates to confirm their continued interest and indicates that the staff-support designee will contact them to work out the travel details and campus visit schedule.

	VIII. Committee Assessment:
          (Committee Chair role)
	After the campus visits, the Search Committee meets with hiring administrator and HR representative (as needed) to:
1. Share any comments/feed back provided by various constituent groups/individuals; and,

2. Review and provide a final written summary of each candidate’s strengths and deficiencies (without ranking candidates).

	IX.   Final Review, Recommendation. Offer & Announcement:
           (Hiring Admin role)
	At this point, the search is turned over to the hiring administrator, who may pursue additional reference checks as needed.
The hiring administrator will consult with appropriate level manager/administrator and HR regarding salary, benefits, moving allowance, start date, vacation carryover, etc., prior to making a verbal job offer.  (Note:  If the initial salary offer is not accepted, the hiring administrator will inform the appropriate administrator and HR to seek further direction, rather than engaging in salary negotiations.)  
The official offer letter will be prepared by HR after all final details have been agreed upon.  Once a job offer has been formally accepted, the hiring administrator will inform the search committee.  An appropriate campus announcement will be sent out by the (hiring administrator/appointing authority/President).

	X.  Closing out the Recruitment Process:
        (Committee Support Staff role)
	The committee support staff designee will:
1. Send letters of regret to all applicants after the final offer has been made and accepted.

2. Will forward all official recruitment documents to HR upon completion of the recruitment (interview notes, reference check documentation, etc.)

3. Will collect and destroy all committee member personal notes.
HR keeps all official recruitment records for five years.
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