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Recruitment Checklist and Overview
____
The Screening Committee Chair receives the Applicant Selection Roster and all applications from Human Resources.  The Committee screens all applications to determine potential interviewees.  Keep in mind that any qualified internal candidates and a proportionate number of qualified applicants indicated as Affirmative Action Candidates should be interviewed.
____
The Screening Committee Chair emails or calls the Human Resources Specialist at 6-6446 with the list of interviewees before scheduling interviews.  The HR Specialist will review the list to ensure the Committee is complying with AA/EEO guidelines. 
____
The Screening Committee schedules and interviews candidates after receiving approval from the HR Specialist.  Before interviewing, review “Legal restrictions on Interview Questions” in this packet.  Note, if there is a typing or 10-key speed requirement, the applicant must provide a current certificate (completed within the past year) from an outside test administrator.  
____
The Screening Committee conducts and documents reference checks on the top candidate(s).  See “Reference Checking Procedures” in this packet.
____
The Screening Committee Chair completes the Applicant Selection Roster, indicating who was interviewed and using the REMARKS section for non-selection.  See “Applicant Selection Roster” for guidelines.  There must be a remark for each applicant.
____
The Screening Committee Chair completes the RECOMMENDATION FOR EMPLOYMENT SELECTION form completely, but does not make any offers to the candidate without approval from the Human Resources Manager or designate.  This form is attached.
____
The Screening Committee Chair writes a justification memo briefly summarizing the recruitment (number interviewed, top candidates interviewed and reasons why the selected applicant is the most qualified, etc.).

____
The Screening Committee Chair completes a payroll information form for the chosen applicant, if he/she will work on a Sponsored Project or will work on more than one account.
____
BEFORE making an offer to the candidate, the Screening Committee Chair submits the following documents to the Human Resources Manager for approval:  

· Justification memo 

· The selected candidate’s application
· Recommendation for Employment Selection form
· At least 3 reference checks
· Applicant Selection Roster with completed remarks
· The payroll information form for the chosen applicant, if applicable
· All other applications from the recruitment package

____  
The Screening Committee Chair is notified after the Human Resources Manager has approved the appointment.  
____
The Screening Committee Chair offers the position to the chosen applicant and then notifies the HR Specialist to confirm the start date and pay rate.  The HR Specialist will type up the offer letter and send a benefits package to the successful applicant. 

Screening Committee Responsibilities

Committee Chair

1.
Meets with the Screening Committee to review the job description, qualification requirements and other criteria to be used in the evaluation of applicants.   Notifies HR Specialist of the names of interviewees.  Schedules interviews and is present in all interviews.
2.
Selects one of the candidates recommended by the screening committee to fill the position.  If the department head does not accept any of the screening committee's candidates, they should advise the committee as to the reasons for non-selection before forwarding their recommendation to the Human Resources Manager.

3.
Ensures and documents that references from former employers, and personal acquaintances are checked on the selected candidate.

4.
Submits a written recommendation to the Human Resources Director outlining the reasons for selection and non-selection of the other candidates interviewed.  Completes the "Remarks" section of the Applicant Selection Roster.

Screening Committee
1.
Develops, in advance, a list of questions, based on the job description, to ask the applicants interviewed.

2.
Interviews and evaluates candidates using pre-established job related criteria and a written interview evaluation record (sample attached as a guideline).  The Cal Poly Corporation strongly believes in promotion from within therefore all regular Cal Poly Corporation employees who meet the minimum requirements should be interviewed.

3.
Prepares a written/oral recommendation to the Department Head indicating the evaluation of candidates, criteria used, and specifying the top three candidates, if possible.  The Department Head will have the final authority on the recommendation and selection. 

REMEMBER, THE SELECTION PROCESS IS CONFIDENTIAL!!!!

Applicant Selection Roster

One of the most important roles for the Chair of an applicant screening committee is to complete the "Remarks" section of the Applicant Selection Roster.  This section is important because this is what the Human Resources Department utilizes when replying to applicant inquiries as to why they were not selected and responding to discrimination claims.  Please be as specific as possible indicating education, experience, knowledge, skills and/or abilities that the applicant is lacking.  Some examples of remarks for applicants not interviewed are:


"Scope of work experience too narrow in relation to job requirements"


"Education and training do not adequately meet position requirements"


"Incomplete, illegible or inconsistent application"


"Lacks high volume restaurant experience or no customer service exp"

The "Remarks" section for those candidates interviewed should contain even more specific details as to non-selection, such as:


"Lacks depth of technical knowledge in ___________"


"Demonstrated poor oral communication skills necessary for the job"


"Education not related or less than that of selected candidate"


"Lacks enough experience, education and skills required for the job"
The basis for these "remarks" should be based only on the applicant's work history, education, experience, training, knowledge, skills or any combination of these factors.  Statements such as "lacks qualifications of other candidates" or "overqualified" do not provide our office with sufficient detail to respond to the applicants and may lead to discrimination claims.

Your assistance in providing specific reasons for non-selection will expedite the approval of appointments and enable Human Resources to respond intelligently to the applicants.

Legal Restrictions on Interview Questions
Under both Federal and California Law, it is an unfair practice to make any inquiry of a prospective employee which implies sex, age, race, religion, creed, color, national origin, or presence of any sensory, mental or physical handicap.  The following is a list by subject matter of illegal and legal questions to help assist you in developing and asking questions during the interview.  Remember you may only ask job related questions!
	Subject
	Illegal Questions
	Legal Questions

	Citizenship
	Are you a U.S. citizen?
	Are you authorized to work in the U.S.?

	Marital/

Family Status
	Are you single?  Engaged? Married? Divorced?

With whom do you live?

Do you plan to have a family? When?

What does your spouse do?

How many children do you have?

Who will take care of them while you are at work?
	Would you be willing to relocate?

Would you be willing to travel as needed for the job? (This question is okay if it is asked of all applicants for the job.)

Would you be willing to work overtime as necessary? (This question is okay assuming it is asked of all applicants for the job.)

	Pregnancy
	When are you expected to deliver?

If you are granted a leave of absence, will you return to work?
	How long do you plan to work for us if hired? 

Do you anticipate any extended absences during your first year of employment?

	Age
	How old are you?

What is your date of birth?

When did you graduate?

How do you feel about working for someone younger than you?
	Can you meet the minimum age requirements as set by law?

Are you over the age of 18?

	Arrest

Record
	Have you ever been arrested?
	Have you ever been convicted of a felony or served time in prison

during the past seven years?  Explain that this is not in itself a reason for non-selection.

	Personal
	What is your height?

How much do you weigh?

(Questions about height and weight are not acceptable unless minimum standards are essential for the safe performance of the job.)
	Can you lift __ number of pounds?  (Realistic job requirements)  

	Military
	What type of military discharge did you receive?  Were you honorably discharged?
	In what branch of the Armed Forces did you serve? 

What type of education, training, or work experience did you obtain in the military which would qualify you for this position?


	Subject
	Illegal Questions
	Legal Questions

	Race or National Origin 
	That’s an unusual name.  Where is it from?  

What is your race?

Where were you born?

Where were your parents born?

In what country are you a citizen?

What private clubs or lodges do you belong to?

Do you feel your race will be a problem in your performing this job?

What languages do you speak? 
	What is your name?

Have you ever worked under a different name?

	Disabilities or Medical Conditions
	Do you have any disabilities?

Please complete the following medical history.

Have you ever been hospitalized?  If so, for what condition?

Have you had a major illness in the last 5 years?

How many days were you absent from work due to illness last year?

When did you lose your eyesight?  How?

Have you ever been treated for a mental condition?

Have you ever been treated by a psychiatrist or psychologist?  If so, for what condition?

Are you taking any prescribed drugs?

Have you ever been treated for drug addiction or alcoholism?

Have you ever filed a worker’s compensation claim?
	Can you perform the essential functions of this job with or without accommodation?  (The interviewer must have already thoroughly described the job.)

Can you demonstrate how you would perform the following job related function?

(Pre-employment questions about illness may not be asked because they may reveal the existence of a disability.  However, an employer may provide information on its attendance requirements and ask if an applicant will be able to meet these requirements.)

If you require accommodation what can the Cal Poly Corporation provide to enable you to perform these functions?

 

	Religion/

Affiliations
	What is your religion?

What church do you attend?

Does your religion prevent you from working certain week days?

What organizations or groups do you belong to?
	None (If job requires working specific days, you may ask if they are able to work the specific days. i.e. Wed. – Sun.?)

Are there any professional trade groups or other organizations that you consider relevant to your ability to perform this job?
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Reference Checking Procedures



Contact the former supervisor or individual who is knowledgeable regarding the applicant's qualifications.  Identify yourself and explain that the applicant indicated that he/she would serve as a reference.  Assure the person that any information he/she provides will be treated confidentially.  Describe the job that the applicant is being considered for and the skills, knowledge, and abilities necessary.

The following questions should be asked of the reference:


1.
How long did the applicant work for you? (or how long have you known the applicant)


2.
What was his/her position and responsibilities?


3.
What period of time did he/she work for the organization, and what was his/her final salary?


4.
How do you feel the applicant would perform in the position I described to you?

5. How effective was he/she in working with others?  How was his/her punctuality and attendance?

6.
Has he/she ever exhibited any signs of violence toward any co-workers or 

customers?


7.
What do you consider his/her major strengths in relation to our position?


8.
What problems do you believe he/she might encounter in this position?


9.
What other information can you provide me regarding the applicant's qualifications for our position?  Would you rehire?

Express your appreciation to the reference for his/her assistance.

Reference Check Comments

Applicant Name:___________________________________________________________

Person Contacted:​​​​​​​​​​​​​​​_______________________________________________________
Company Name: ________________________________________________________

Date: _________________

Comments:________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Person Contacted:​​​​​​​​​​​​​​​_______________________________________________________
Company Name: ________________________________________________________

Date: _________________

Comments:________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Person Contacted:​​​​​​​​​​​​​​​_______________________________________________________
Company Name: ________________________________________________________

Date: _________________

Comments:________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________       _______________________________
   Signature




    
Date Signed

Attach additional sheets if necessary.

Interview Evaluation Record

Applicant's Name: ___________________ Date:___________________ 

Position: ___________________ Department: ____________________                    


Job Requirement Ratings
E = EXCEEDS
S = SATISFIES
   L = LESS THAN


Evaluation Factors

_____Job Knowledge



Comments:_________________________________________________________________________________________________________________________________________

_____Work Experience

Comments:_________________________________________________________________________________________________________________________________________          

_____Ability to Work with others

Comments:_________________________________________________________________________________________________________________________________________             

_____Work Attitude

Comments:_________________________________________________________________________________________________________________________________________                      

_____Appearance

Comments:_________________________________________________________________________________________________________________________________________                

_____Oral Communication

Comments:________________________________________________________________

_________________________________________________________________________

_____Supervisory Skills

Comments:_________________________________________________________________________________________________________________________________________

_____Other Factors

Comments:_________________________________________________________________________________________________________________________________________

**PLEASE NOTE, THIS FORM SHOULD NOT BE PLACED IN VIEW OF THE APPLICANT DURING THE INTERVIEW PROCESS.

What are the applicant's strengths/weaknesses?







What reservations, if any do you have about this applicant? 



















How would you rank this candidate in relation to other applicants? 


















Additional comments or observations:









_____________________________________________

Committee Member's Signature 

…
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Submit this completed form to Cal Poly Corporation Human Resources, along with the completed Log Sheet, the recommended candidate's application, the reference checks, and a supporting memorandum.  Attach a payroll information form if this is a Sponsored Project or the employee is working on multiple accounts. 
2
RECOMMENDATION FOR EMPLOYMENT SELECTION
	PRIVATE 
Recommended Candidate:


	Title of Position:

 

	Recommended Pay Rate and Org Key/Account Key

Pay Rate:  _____________________ Charge to: ____________________
	Employee’s contact information for the  telephone directory:

Tel # _____________ Fax # ____________ Bldg & Rm#: __________

	I hereby authorize HR to initiate the employee’s email/calendar account.  

□ Employee is a sole user  □ Employee  is on Multi-Users Computer 

Computer name (on a label in front, top or side of computer

i.e. FD-CD-NAME):___________________________________________
	Who will be completing performance evaluations?  

Supervisor:  _________________________________ Ext: _________



	Projected Employee Start Date:


	Ending Date (if subject to continued funding on a sponsored project):



	Time Base: Full _____ Half_____  12 Month _____  10 Month _____


	Recruitment Closing Date:



	Total No. of Applicants:


	Total Interviewed:


	Interview Dates:



	Screening Committee Chairperson:


	Screening Committee Affirmative Action Facilitator:



	Screening Committee Members:




PRIVATE 
References have been checked and I recommend this candidate for selection.

___________________________________________________________________________________DEPARTMENT HEAD
DATE
Appropriate advertising and interviewing has been completed and I approve this appointment.

___________________________________________________________________________________HUMAN RESOURCES MANAGER*
DATE 
New PCN #, if applicable:  ____________ *HR Manager also signs on behalf of the Executive Director.

J:/DeptDocs/HR/usr/wp/Forms/Recommendation for Employment Selection.doc

Hiring Rate Guidelines For

Non Substantially Similar Positions
The following are guidelines to be used when determining the rate at which an individual may be hired.  Sufficient funding must be available to support the hiring rate.

	Experience meets minimum qualifications
	Range Minimum

	Minimum Qualifications plus 1 year additional experience
	Range minimum + 0-9%



	Minimum Qualifications plus 2 years additional experience
	Range minimum + 0-13.5%



	Minimum Qualifications plus 3-5 year additional experience
	Range minimum + 0-18%



	Minimum Qualifications plus 6+ year additional experience
	Range minimum + 0-22.5%or Midpoint




Additional experience must be directly related to the experience required for the position.

The Executive Director can only make exceptions to the above guidelines. No employee should be hired above the Midpoint without prior approval.
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