                    Section 2.8 Staff Recruitment Guide
   


 SON Classified and A&P Position Creation package

It is the policy of the School of Nursing to ensure a fair and objective staff hiring process. This policy will outline recruitment guidelines.  The process below must be followed for recruitment of all Classified and A&P Positions.
READ the following HSC HOP policy before going any further
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Definitions

Hiring Manager:
The “Hiring Manager” is the Office /Department representative who will be managing the recruitment and selection process from start to finish.  The hiring manager is responsible for identifying the selection committee, ensuring the selection committee has taken the proper training, ensuring all selection committee members attend the meetings and job interviews.  It is preferred that the hiring manager be the supervisor for the position.  Once the job description has been approved by the Dean, the Hiring Manager will enter it into UT Health Careers. The Associate Dean for Finance or the Manager of Financial Operations within the Business Office will validate the project ID (PID) used to fund the position and approve the requisition. If needed the Director of Operations will create/modify a position number for the requisition. 
Selection Committee:
The selection committee meets with the hiring manager to identify desired qualities that a potential candidate must hold to be selected for the position.  The committee also assists the hiring manager to determine the questions to be asked of each candidate and to identify the selection criteria that will be used for the Candidate Interview Evaluation Form.  Each member of the selection committee should attend all search committee meetings and job interviews.  

The selection committee will be appointed in writing using the attached template. All committee members will have completed the “Unconscious Bias” training on the knowledge center within one calendar year.  At a minimum, the selection committee will include:


Staff Recruitment Process


Once the hiring manager has read HSC HOP 4.3.2, the following steps must be completed. 
1. The hiring manager will appoint a selection committee in writing using the attached template. All committee members will have completed the “Unconscious Bias” training on the knowledge center within one calendar year.  At a minimum, the selection committee will be comprised of at least three (3) individuals and include:

1. Supervisor (Chair of the committee)
2. Faculty member(s), if relevant for the position, as determined by the supervisor
3. Staff representative(s) from the office where the position is housed

4.  Other School of Nursing and/or University staff who the supervisor considers stakeholders for the position being hired 

2.  The hiring manager (and supervisor, if different than the hiring manager) meets with the selection committee to discuss the requirements to gain an understanding of the job duties and agree on the qualities the candidate should have as well as the questions to be asked to each candidate.  
3. The hiring manager  creates the job requisition using the template below. The  hiring manager should prepare position description that specifically describes the position to be filled. The position description should include the essential and incidental duties of the job as well as the required education, experience, knowledge, skills and abilities. The completed template should be submitted to the Director of Business Operations for review and submission to the Dean. 

HR can be consulted for the specific job code/job title.  

Use the template below to create the position description and job requisition. 
 

	FLSA
	Non-Exempt / Exempt 

Exempt positions are excluded from minimum wage, overtime regulations, and other rights and protections afforded nonexempt workers. Employers must pay a salary rather than an hourly wage for a position for it to be exempt.

Nonexempt employees, as the term implies, are not exempt from FLSA requirements. Employees who fall within this category must be paid at least the federal minimum wage for each hour worked and given overtime pay of not less than one-and-a-half times their hourly rate for any hours worked beyond 40 each week.

In the HSC the determination of Exempt/Non-exempt is the job code 



	Salary
	This salary range comes from the job explorer.  At no time during the interview process will ANY salary negotiates take place. ONLY HR CAN MAKE AN OFFER AND NEGOTIATE SALARY  

In accordance with HOP, Section 4.6.7, “Compensation Administration for Classified Employees”, new hired employees will be paid at the minimum pay rate of the position. However, departments have the discretion to pay up to 15% above the minimum rate depending on the job candidate’s qualifications. Any appointments that may require a pay rate above the 15% limit will require a justification letter and request for approval to the Vice President for Human Resources. 

Jobs Description and Job codes can be located on line at  http://uthscsa.edu/hr/inside/explorer/career_nav1.asp


	PID for the position
	

	Intended office space for this position 
	

	Required Qualifications 
	These requirements need to be clearly stated in the position description 

The job code has basic qualification (e.g., experience, education) but if the position requires bilingual, specific certification or unique experience then it needs to be clearly indicated on the position posting.    

Jobs Description and Job codes can be located on line at  http://uthscsa.edu/hr/inside/explorer/career_nav1.asp


	 Job Title
	This is the job title from career explorer.  Don’t make up a job title.   

Jobs Description and Job codes can be located on line at  http://uthscsa.edu/hr/inside/explorer/career_nav1.asp.


	Person Replacing
	Self-Explanatory 

	Supervisor/Investigator
	Self-Explanatory

	Supervisor's position number
	Self-Explanatory

	Work Location
	Self-Explanatory

	Paid Basis
	HRL - Hourly Regular employees 

N12 -  Monthly - Non-Regulars 

N24 - Semi Monthly  -Non-Regular 

SAL - Salary Monthly Regular 

	FTE
	

	Duration of Employment
	4 ½ months or more    4 ½ months or less

	Date position is available
	

	Work Schedule
	Clearly indicate what is expected of this position.   

Monday - Friday 8 AM – 5 PM; Some evening or weekends required with advanced notice

	Number of hours per week
	40

	Is this position required to drive a UT vehicle?
	No

	State the purpose of this position
	This is the reason for the job position and a description. At a minimum it should include: under what office in the School of Nursing the position is assigned, to whom this position reports, and a detailed description of the job. 

	Preferred Qualifications
	

	Job Duties
	Enter the specific job duties of the position 

	Desired Start Date
	

	Position End Date

(Grant Expiration) 
	

	Name and e-mails of persons needing access to the candidate pool for the purpose of recruitment
	By requesting a job posting you agree to check the UT Careers data base daily.  Each candidate file must be fully reviewed.  At the time of candidate selection you must be able to provide a reason for selection of the finalist. You will also be required to provide justification for each candidate as to why they were not selected.


4. Once the job description has been approved by the Dean, the Hiring Manager will enter it into UT Health Careers. The Associate Dean for Finance or the Manager of Finance in the business office will validate the PID funding and approve the requisition. If needed the Director of Operations will create/modify a position number for the requisition. 
5. Prior to any job interviews, each member must have taken the unconscious bias training.  The hiring manager should maintain documentation of when each selection committee member completed these trainings.
Job interview questions are an important part of the screening process that requires careful preparation and execution. As in the selection criteria, interview questions should be based on the job position description, and the knowledge, skills, and abilities required to perform the work. They must be objective, lawful, and nondiscriminatory. A copy of the interview questions must be provided to the Director of Business Operations prior to conducting the interviews.  Additional guidelines to preparing interview questions include the following:

1. Ask all job candidates the same basic questions, 

2. All interviews should be conducted in a similar environment, 

3. Questions should cover objective job-related criteria, and 

4. Most questions should focus on the essential functions of the job.
Evaluating job candidates should be done by means of an objective and methodical process that includes the selection criteria and the responses made to the interview questions and information in the job application. Recommended evaluation tools are provided per this policy that scores the job candidates. A rubric with the same selection criteria should be used for all job candidates for a particular job (see attached for an example of an evaluation rubric).  The evaluation rubric must be objective, documented, and nondiscriminatory. A copy of the rubric must be provided to the Director of Business Operations prior to conducting the interviews
6. 
Once the most qualified candidate is selected, the name, selection committee member appointment letters, all evaluation forms, and interview questions will be forwarded to the Business Office. 
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Sample Memo

Date:
August 23, 2017

To:  
(Name) Selection Committee Member

From:  
(Name) Hiring Manager

Re:
Selection Committee Member Appointment     

I want to extend my deep appreciation to you for your willingness to serve on the selection committee for the position of _______________ in the Office of __________________ I am confident your leadership on this important selection committee will lead to identifying a highly qualified and experienced staff member.   
As a selection committee member you are required to complete the “Unconscious Bias”  training module in the Knowledge Center within the last year.  If you have not taken this training in the last year, it must be completed by XXXXXXX (Date).

I appreciate your support and leadership regarding this important search and your continued overall support of our School of Nursing. Thank you ever so much!

_____________________________________________                _________________

By my signature above I willingly accept this appointment                     Date

Sample Candidate Interview Evaluation Form




CONFIDENTIAL
This rubric should be modified as needed to fit the requirements of the position.  
	Applicant Name:  

Selection Committee Member:
	Position:  

	
	

	Please use this form as a guide to evaluate the applicant’s qualifications for the Director of Faculty Affairs.   Check the appropriate numeric value corresponding to the applicant’s level of qualification and provide appropriate comments in the space below.

	Rating Scale:
	5.   Outstanding

4.   Excellent—exceeds requirements
3.   Competent—acceptable proficiency
	2.   Below Average—does not meet requirements

1.   Unable to determine or not applicable to this candidate

	
	Rating

	
	5
	4
	3
	2
	1

	Candidate’s Understanding of the Position 

Assess candidate’s knowledge of the position, its complexities and its responsibilities.  
	
	
	
	
	

	Professional Impression and Manager Presence

Consider self-confidence, presence and emotional intelligence to assess the candidate’s level of professionalism.
	
	
	
	
	

	Environment

Assess candidate’s understanding of the academic culture and environment. Demonstrates substantive knowledge of the School of Nursing’s mission.   
	
	
	
	
	

	Multi-site/Complex Environments

Assess ability to lead and develop innovative programs that are customized yet, standardized across diverse constituencies.  
	
	
	
	
	

	Career Progression, Depth and Variety of Relevant Experience

Assess the scope and diversity of previous experiences in other leadership roles.
	
	
	
	
	

	Operational Expertise

Assess the candidate’s understanding of the respective work center and effective management of teams.
	
	
	
	
	

	Leadership

Assess ability (not necessarily demonstrated track record) to effectively partner with other staff employees 
	
	
	
	
	

	Overall Evaluation:

Please summarize your perceptions of the candidate’s strengths and any concerns that should be considered:




	Recommendation:

	
	
	(
	Recommend for next round of candidate interviews.


	(    
	Hold
	(
	Reject


1
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HEALTH SCIENCE CENTER HANDBOOK OF OPERATING PROCEDURES

Chapter 4 General Personnel Policies Effective: November 2000

Section 4.3 Recruitment, Selection and Revised: December 2004
Appointment

Policy 4.3.2 Recruitment and Selection of Responsibility: Vice President for Human Resources
Classified Employees

RECRUITMENT AND SELECTION OF CLASSIFIED EMPLOYEES

Policy It is the policy of the Health Science Center that all classified positions
must follow the recruitment and selection procedures as outlined herein.
It is also the policy of the Health Science Center that all recruitment and
selection procedures, including this policy, comply with applicable
federal and state employment laws, statutes and regulations. These
include federal anti-discrimination laws, State of Texas Labor Code and
the Texas Government Code.

An individual is appointed to a classified position and is considered a
classified employee when the title of the position is contained in the
Classified Employee Pay Plan & Job Descriptions of the Health Science
Center (located at http://www.uthscsa.edu/hr/payplan/payplan.html).

The Health Science Center prohibits discrimination in all aspects of
employment actions on the basis of race, color, religion, sex, national
origin, age, sexual orientation, disability, or veteran status. The Health
Science Center is committed to comply with all federal and state
government regulations and requirements to ensure nondiscrimination.

li ili This policy applies to hiring departments recruiting for classified
Applicability > , - :
positions and to newly hired classified employees of the Health Science
Center.

For additional important information on appointment policies, refer to the
following sections in the Handbook of Operating Procedures (HOP):
Section 4.3.4, “Minors”; Section 4.4 “Background Information Checks”;
Section 4.5.1, “Beginning Dates for Appointments”; Section 4.5.11,
“‘“New Employee Processing”; and, Section 4.5.15, “Appointment of
Relatives (Nepotism)”.

Appointment Classified employees hold one of two appointment categories:
Categories 1. Non-Reqgular Employee: an employee who is appointed and
whose position is intended to work for less than four and one-half
(4%2) months or less than twenty (20) hours per week (less
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Chapter 4
Section 4.3

Policy 4.3.2

General Personnel Policies Effective: November 2000
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Appointment

Recruitment and Selection of Responsibility: Vice President for Human Resources

Classified Employees

Internal and Open
Recruitment

Recruitment and

Selection

than 50% time). Non-regular employees are not eligible for
benefits or leave entitlements.

Reqular Employee: an employee who is appointed and whose
position is intended to work for at least four and one-half (4%%)
months and at least twenty (20) hours per week (50% time or
more). Regular employees are eligible for benefits and leave
entitlements.

1.

All regular and non-regular, full-time and part-time classified position
vacancies are filled by either internal or open recruitment.

A department uses internal recruitment when all candidates to
be considered for the vacant position are presently employees of
the Health Science Center regardless of the department in which
they work.

Internal recruitment may be used only in instances in which a
position vacancy exists. Internal recruitment may not be used in
lieu of reclassifying an occupied position.

A department uses open recruitment when both internal and
external (non-Health Science Center) applicants are to be
considered for the vacant position.

1.

Procedures

©CoOoNOGORAWN

The recruitment and selection process consists of ten (10) steps:

Preparation of the position description and development of the
selection criteria

Preparation and submission of the online personnel requisition
Posting or advertising the job

Review of job applications

Interviewing job applicants

Evaluating job candidates

Reference checking

Making the preliminary selection of the job candidate
Background checks
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Recruitment and Selection of Responsibility: Assistant Vice President, Human

Classified Employees

Resources

10. Job offer and hire

Each step is described below:

1.

The department should prepare or review a position description
that specifically describes the position to be filled. The position
description should include the essential and incidental duties of
the job as well as the required education, experience,
knowledge, skills and abilities. In addition, the physical and
mental requirements must be stated as well as the physical
working conditions of the job.

Selection criteria must be developed that will be used to identify
and select the best qualified applicant. The selection criteria are
based on the position description and must be job related; based
on expected job performance or job behaviors; must be lawful
and non-discriminatory; and, must be measurable to some
degree.

. The online personnel requisition must be prepared and

submitted. Information about the job must be taken from the
position description prepared by the department.

Once the personnel requisition is completed and submitted,
Human Resources will review and approve the requisition for
posting on the Human Resources employment Web site. The
vacant position will be publicly posted on the Human Resources
website for a minimum of five (5) working days. For internal
recruiting, a statement will be included in the job posting that the
position is for internal candidates only.

Recruitment of classified employees is the responsibility of
Human Resources. In order to coordinate recruiting activities
and to assure that job advertisements are in compliance with
Health Science Center policies, all departments will channel
requests for advertising in newspapers and other publications
through Human Resources.

Job advertisements will be charged to the hiring department.
Contacts with public and private employment agencies,
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Recruitment and Selection of Responsibility: Assistant Vice President, Human
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Resources

placement services, colleges, universities, trade schools,
minority organizations, and other recruitment sources will be
made by Human Resources.

Job applications are submitted online by prospective job
candidates. Human Resources review the job applications to
ensure that minimum qualifications are met and subsequently
forwarded to the hiring department for review and to schedule
job interviews.

Job interview questions are an important part of the screening
process that requires careful preparation and execution. As in
the selection criteria, interview questions should be based on the
job position description, and the knowledge, skills and abilities
required to perform the work. They must be objective, lawful
and nondiscriminatory.

Additional guidelines to preparing interview questions include the
following:

- Ask all job candidates the same basic questions
« All interviews should be conducted in the same environment

- Interviews should be conducted by the same interviewer or
interviewers

« Questions should cover objective job related criteria

« Most questions should focus on the essential functions of the
job

Pre-employment tests are not required or administered for any
classified positions. Departments are prohibited from developing
and administering any pre-employment test because of risk
exposure under federal employment regulations. Any questions
regarding pre-employment testing should be addressed to
Human Resources.
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6.

Evaluating job candidates should be done by means of an
objective and methodical process that includes the selection
criteria and the responses made to the interview questions and
information in the job application. Recommended evaluation
tools could be a checklist, matrix or chart that ranks or scores
the job candidates. A single tool with the same selection criteria
should be used for all job candidates for a particular job. The
evaluation tool must be objective, documented, and
nondiscriminatory.

Reference checking should be done at a point when a job
candidate finalist or finalists have been identified. At a
minimum, confirmation of the applicant’s dates of employment
and position should be made. Additional information about past
performance and disciplinary records is appropriate.
Educational reference checking is appropriate by calling the
school’s registrar office. As in all screening methods, reference
guestions must be job related, objective, lawful and
nondiscriminatory.

Upon completion of the reference checks, the hiring department
can make the preliminary selection of the job candidate. At this
stage, a job offer cannot be made nor can any salary
negotiations or commitments be made or honored. The hiring
department must indicate the primary job candidate choice by
completing and submitting the online selection of candidate form
to Human Resources. In addition, the department must change
the status of the applicant in the online employment system to
“finalist” and change the status of the personnel requisition to
“HR finalist review”. Any specific instructions for the hiring of the
job candidate, such as employment date, salary exception, etc.
must also be submitted to Human Resources for review and
approval.

In accordance with HOP, Section 4.6.7, “Compensation
Administration for Classified Employees”, new hired employees
will be paid at the minimum pay rate of the position. However,
departments have the discretion to pay up to 15% above the
minimum rate depending on the job candidate’s qualifications.
Any appointments that may require a pay rate above the 15%
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Recruitment and Selection of Responsibility: Assistant Vice President, Human

Classified Employees

Resources

10.

limit will require a justification letter and request for approval to
the Vice President for Human Resources.

Along with the selection of candidate, the Authorization for
Security Background and Sanction Check form must be
submitted to Human Resources.

The Health Science Center is required to conduct various
background checks depending on the position or job candidate.
These background checks include: security background check
(criminal history); sanction check; selective service check; and,
driving record check. The security and sanction background
checks are required of all job candidates before a job offer can
be made.

More information about background checks is provided under
Section 4.4, of the HOP, “Background Information Checks”.

Departments are prohibited from extending the final job offer. A
Human Resources representative will extend the final job offer,
including the job title, salary, and beginning date of employment
once all necessary background checks have been satisfactorily
completed.

Once the job offer is made, confirmation of acceptance or
rejection by the job candidate is given to the hiring department
immediately by telephone or electronic mail. If the offer is
declined, the department may submit alternate candidates or
request additional applications. Upon receipt of the
confirmation, the hiring department must enter the hire
transaction in the Human Resources PeopleSoft system.

Human Resources will instruct the newly hired job candidate to
visit Human Resources on the first day of employment in order
to complete required employment benefits (if eligible), and the
employment eligibility verification form (I-9 form). For more
information on new employee processing, see the HOP, Section
4.5.11, “New Employee Processing”.
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Policy 4.3.2 Recruitment and Selection of Responsibility: Assistant Vice President, Human
Classified Employees Resources

Monitoring

NOTE: Failure to satisfactorily complete the 1-9 process in
accordance with the federal law, Immigration Reform and
Control Act of 1986, will result in termination of the new hired
employee’s employment with the Health Science Center.

Additional resource information and guidelines for hiring employees are
available on the Human Resources Online Employment System Web
site  through the Health Science Center portal or at
http://www.uthscsa.edu/hr/online_employment.asp.

Training classes on hiring are also available through the Human
Resources Employee Development and Training Office.

To ensure nondiscrimination practices, the Office of Human Resources
will be responsible and reserves the right to periodically audit or request
any documentation of job candidate selection procedures including, but
not limited to, interview questions asked of candidates, selection criteria,
evaluation methods such as checklists or matrices, or requests for
salary exceptions. Findings from the audit will be provided by the Vice
President for Human Resources to the respective department head and
executive committee member.
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