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Staff Recruitment Handbook
I.
Introduction
In order to assist all individuals involved in the hiring process, the Department of Human Resources Programs has developed this handbook to provide a guideline for recruiting, screening, selecting and hiring employees.  This handbook was developed not only to assist you, but also to ensure that all processes are consistent with Federal and State non-discrimination laws, as well as University policies.  The handbook also complies with all stipulations addressed in the collective Bargaining Agreements affecting represented employees.  A copy of our University Non-Discrimination Policy is also enclosed for your review (see appendix 1.1.)
II.
The Position

The first step in the hiring process is to determine a need for a position and then develop the position description.  The department Vice President and/or managers shall deem the need for the position.

The hiring manager will develop a position description (PD) with consultation from Human Resources Programs (HRP), detailing the purpose of the position, essential job functions, requirements of the position, any specific criteria for selection and any special needs or issues related to the position.  The information will be submitted on a CSUCI Position Description Form.  Two forms are used for this purpose.  One for Management Personnel Plan (MPP) employees or administrators, the other for represented employees and confidential employees.  Represented employees are those employees covered by a Collective Bargaining Agreement. See appendix 2.1 for tips on developing a position description and appendix 2.2 and 2.3 for position description forms.
A. The hiring manager will submit the proposed position to HRP for approval and classification.


B. After receipt of the proposed PD, HRP will review and analyze the PD in accordance with the CSU Standards and Qualifications or with HEERA (Higher Education Employee Relations Act) for administrators and professional designations.  HRP will advise the hiring manager of any changes in specific classification designations.

C. The hiring departments are responsible for obtaining both the appropriate Supervisor and President/Designee signature approvals.

III.         Recruitment
The second step in the hiring process is in the recruitment phase.  The recruitment phase includes obtaining budget approval, completing the electronic application (PeopleAdmin), and placing requested advertisements.  The hiring department will complete an Employee Requisition/Personnel Action Request Form (ER/PAC).  See appendix 3.1 for the ER/PAC and guidelines.  Hiring departments are responsible for obtaining all respective division approvals on the ER/PAC.  
In order to be consistent, the University utilizes an on-line application and evaluation system for recruitment of staff and MPP employees.  The hiring manager will determine, with assistance from HRP, the questions and point values (for the questions) to be placed in the electronic application.  The electronic application is then prepared by the department and submitted online through PeopleAdmin to be activated by HRP.

The hiring department will determine methods of advertising the vacancy and the dates to close the position.  All positions will be posted in accordance with CSU and Collective Bargaining Agreement stipulations.  Generally, a minimum of 14 days is required for all positions.  

Recruitment (vacancy) advertising is placed through the University’s advertising agency for best results.  Advertising can be placed both locally and nationally through various media outlets.  It is the responsibility of the hiring department to determine how and where the vacancy will be announced.  HRP will then work with the advertising agency to place the advertising.  The individual department will be advised of the cost and will be charged back for these specific expenditures.  

IV.
The Search Committee

The hiring supervisor, with the assistance of the area’s respective manager, will select 3-5 people as candidates for the Search Committee.  The size of the committee should reflect the level and classification of the vacant position.  The committee should represent the diverse population served by our campus.  The University encourages the participation of staff employees and student representatives in the selection process.  All Search Committees for a Unit 4 vacancy must have a Unit 4 representative.  When a search committee is utilized for Unit 6, the Union recommends a Unit 6 representative form the craft being recruited serve on the committee.    

Key points to consider when selecting members:

· Form a committee diverse in terms of gender, race, departments, etc.

· Committee chairpersons should hold positions at the same level as or a higher level than the vacant position.

· Determine whether each potential appointee has sufficient time to devote to Search Committee duties.

· Attempt to appoint as a committee member an individual who had performed or held the vacant position or a similar position.

· Ensure that the committee possesses technical expertise sufficient to make astute comparisons among applicants.
· Ensure that the committee represents a variety of perspectives on the role and function of the vacant positions.

· Appoint stakeholders.

· Appoint members from Human Resources Programs.

· The HR recruiter will assist the chair of a search committee, as needed, in the selection of search committee members.
The hiring department will determine the chairperson of the committee.  The chairperson shall hold a position at the same level or higher as the position in search.  Once selected the committee chair must meet with an HR Recruiter for training and guidelines.  Upon approval, the proposed members are contacted by the hiring manager and asked to serve of the search committee.  The Search Committee should be selected as early in the process as possible and may begin meeting before the recruiting process is complete.


The committee chair’s primary responsibilities are:

· Serve as liaison between the committee, the hiring manager and HRP.

· Ensure that the charge is carried out.

· Call and chair meetings in a timely manner.

· Ensure that proper records and meeting minutes are kept.

· Correspond with semifinalists (if telephone interviews are to be conducted).

· Coordinate administrative and logistical support.

· Serve as lead host for candidates on campus.

· Coordinate the efforts of all committee members
· Perform all duties of a regular committee member.

· Perform other duties as requested by the hiring manager.

· The committee chair will notify HRP with the reason each of the applicants were interviewed/not interviewed (see appendix 6.2)
The committee member’s responsibilities are:

· Help to identify and contact potential applicants.

· Attend all scheduled meetings.

· Review all materials.

· Screen applicants.

· Host candidates.

· Participate in the interview process.

· Maintain appropriate confidentiality about search committee proceedings.

· Other duties assigned by chairperson.

V.
The Review & Interview Process

Initial Meeting:

The initial meeting of the Search Committee is designed to set the charge of the committee, provide specifics of the vacant position and provide answers to member’s questions.  This meeting can be scheduled by the committee chair or hiring manager.

The initial meeting attendees should include:

· The committee members.

· The hiring manager.

· HR Recruiter.
The HR Recruiter will answer any HR related questions; review the appropriate questions to ask and provide additional comments regarding the selection process.  The hiring manager will present a written charge to the committee detailing the criteria for section and any special issues or needs related to the position.  The committee will be provided with the position description, a copy of the vacancy announcement, the classification standards of the position, the University Non-Discrimination Policy, the PeopleAdmin guest user ID and password (see appendix 5.1), and a proposed interview schedule.

The committee chair will then conduct the remainder of the meeting.
A. Initial selection of candidates – Assess applicants based on position requirements and written criteria for the position provided by the hiring manager.  Determine the number of candidates, timeline for interviews, whether telephone interview are appropriate, etc. (see appendix 5.2).

B. The committee chair shall discuss the list of proposed candidates with the hiring manager before scheduling interview and collaborate on a final list.
Section 9.3 Priority Consideration:

Section 9.3 of the C.S.U.E.U. Collective Bargaining Agreement, which covers Units 2, 5, 7, and 9, states that, “It shall be the policy of the CSU in filling vacant bargaining unit positions to fill such vacancies from among qualified individuals currently employed at a campus.”  Please consult with the HR Recruiter to determine if your vacant position is included under these guidelines and, if so, how they could affect your recruitment.
C. Telephone interviews (if applicable):

1. Telephone interviews are not required but are recommended if out of area candidates will be interviewed.

2. Questions posed to candidates during the interview process will be prepared by the selection committee with assistance from the hiring manager and HR Recruiter.  A list of sample questions can be found in appendix 5.3.  

3. Questions regarding age, sex, marital status, race, national origin, disability, veteran’s status, sexual orientation, child care, etc. shall not be asked.  

4. The list of proposed questions shall be submitted to HRP for approval.

5. The committee chair will coordinate and schedule the telephone interviews with the candidates.

D. In-Person interview (required):

1. The committee will use previously determined questions (see C-2 thru C-4 above).

2. Book an appropriate location.

3. The interview process will be pre-determined by the hiring manager.

E. During the interview:

1. Introduce the committee members.

2. Describe the format of the interview.

3. Let the applicant do most of the talking.

4. Keep the interview on track.

5. Take notes.  See appendix 5.4 for sample “Interview Evaluation Record”.
6. Leave time for the candidate to ask questions.

7. Describe the remainder of the search process and the time it will take.

8. Have the candidate complete the “Authorization and Release Form” (see appendix 5.5).

9. Ask if HRP can check references and pursue references not listed on the resume.

10. Thank the candidate for his or her time.

*******
Important Note:  Use the same interview questions, same selection panel members, and same routine for each applicant to guarantee a fair and equitable search and interview process.

VI.
The Selection & Offer
A.       Determination

1. Committee Summary
a. The committee will deliberate their impressions of the candidates upon completion of all scheduled interviews.

b. The committee chair upon consultation with the committee members may be requested to present a written list of attributes of the top three candidates (ranked or unranked) to the hiring manager.

c. In some cases, a second round of interviews with additional management may be requested by the hiring department.

d. The hiring manager will then evaluate all candidates proposed and determine if an offer should be extended and if so, to whom.
B.        Reference Checks

1. All reference checks should be coordinated through HRP.   
2. Individual departments are not precluded from checking references especially when department heads or hiring authorities are familiar with the individuals being contacted for reference. (See appendix 6.1 for “Employment Reference Check Form”).
3. Information obtained in the reference checks should be forwarded to HRP.

4. The University may also verify degree and driver’s licenses.

C.       Offer

1. A request to extend an offer of employment is sent to HRP by the hiring department.

2. Offer letters for all staff and MPP employees are prepared by HRP.  
3. All original letters acknowledging acceptance of the job offer for staff and MPP employees only must be forwarded to HRP for inclusion in individual personnel files once the employee has signed acceptance of the offer.

VII.      Closing the Search

A. When an offer has been accepted:

1. The committee chair will collect all materials associated with the search and submit the materials to HRP.  These materials include applications, rating and assessment forms, and any additional notes taken by committee.
2. The hiring department will contact all interviewed (telephone & in-person) candidates that an offer has been extended and accepted.
3. HRP will notify all other applicants via e-mail of the position status.

4. HRP will close the position.
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California State University Channel Islands

Policy Statement on Non-Discrimination

It is the policy of California State University Channel Islands, in accordance with the Board of Trustees’ Policy on Non-discrimination, that all of its employment practices shall reflect the California State University’s strong commitment to the principals and practice of Equal Employment Opportunity. California State University Channel Islands will recruit, hire, promote, train, and implement all other personnel actions; and will administer all of the terms, conditions, and privileges of employment without regard to race, color, religious creed, national origin, ancestry, disability, medical condition, gender, sexual orientation, marital status, age or veteran status.
California State University Channel Islands is committed to serving the diverse educational needs of the people of the State of California into the 21st century. This commitment extends to the pledge to create an educational and working environment in which diversity is viewed as a desirable and valuable asset to the University itself and to the community it serves.

This policy is administered at California State University Channel Islands through the Associate Vice President, Human Resources Programs. Questions, concerns, suggestions, or complaints should be directed to (805) 437-8423.

Reviewed and Approved:

(Original Signed and On File)

Richard R. Rush, President / Date

Appendix 2.1

Developing a Position Description

What is a Position Description?

A position description is a written document that describes the purpose, duties, responsibilities, tasks and relationships of a particular job. At California State University Channel Islands, a position description consists of several major components: purpose of the position, responsibilities & duties and requirements, the Americans with Disabilities Act and the Occupational Safety Health Administration.

The purpose of the position is a general statement outlining the major responsibility and purpose of the position, the division and departmental responsibilities. 

The essential job functions section describes the duties and responsibilities of the position. They explain what is done on the job, how it is done and why it is done. Each position description typically lists the position’s three to five most important responsibilities and each responsibility statement usually begins with an action verb. Each description should include the essential elements of the job that must be performed. Include any information that may be safety related.

The requirements of position section outline the knowledge and skills required to successfully function in a position. Some questions answered in this section, for example, pertain to the position’s level of education/experience required, supervision received, analytical skills required, budget responsibilities, and human resources impact.

The supervisor/other work relationships section outlines supervisory role in hiring, terminating, promoting and evaluating employees. For represented employees any lead responsibilities. Additionally, the level and nature of internal and external contacts must be included. 

Why do we need a Position Description?

Position descriptions for staff positions are necessary for a variety of reasons. Position descriptions are used to:

· Guide supervisors when evaluating work distribution and departmental organization

· Analyze positions to determine appropriate pay ranges and classifications

· Establish a basis for recruitment, selection and hiring

· Helps incumbents understand their positions better

· Allow performance reviews to be clear and accurate

What should be included in the Position Descriptions?

Listing of duties and responsibilities in the position description should be limited to what is required and the essential elements to perform the job. Duties and responsibilities no longer performed or those that may be required in the future should not be included in the description. The description is to be written in terms of the position itself, not the capabilities of any individual. 

Suggestions and tips for writing a Position Description

A well written position description is written in a factual and impersonal style. It should be accurate, concise and complete. Before writing a position description, these suggestions should be considered:

· Keep sentence structure as simple as possible; omit unnecessary words that do not contribute pertinent information.
· Begin each duty/task with an action verb.
· Avoid the narrative form.
· Be consistent when using terms like “may” and “occasionally.” These should be used to describe the tasks that are performed once in a while or tasks that only some employee’s perform.
· Refer to position titles rather than incumbents, i.e., “Reports to _____ Manager” instead of, “Reports to Mary Smith.”

· Be precise. This is critical for accurate position evaluation and analysis. 

· Focus on critical activities. Disregard minor occasional tasks, which are not unique to a specific position.

· Use logical sequence in describing duties and responsibilities and be consistent.

The following statements MUST be completed to evaluate this description. (If necessary, use a separate sheet.)

1.
The minimum knowledge/education level required.  (All qualifications listed must be job related.  State the minimum type and level of education and/or skills necessary and why they are necessary.  Keep in mind that relevant experience can be substituted for formal education requirements.)
2.
The minimum experience level required.  (Again, all qualifications listed must be job related.)

3.
The amount of supervision received by the incumbent.  (What is the job class code and working title of the supervisor? How, and to what extent, is the incumbent’s work checked? Note the distinction between initial or special training and ongoing supervision.)

4.
The analytical skill required.  (What is the complexity or standardization of the tasks, which are performed?)

5.
Both the level and budget volume (dollar amount) of financial responsibility/accountability.  (What is the extent of the incumbent’s responsibility for calculating and verifying figures; gathering data; typing requisitions or budget documents; monitoring or analyzing expenditures; preparing reports; approving purchases; planning and authorizing department or grant budgets, etc?)

6.
The impact of actions carried by this position. (What are the probable results of inadvertent error or mistake in judgment, interpretation, or exercise of responsibility?)

7.
Both the diversity and complexity of the supervision exercised.  (List the job class codes and working titles of those directly trained and/or supervised by this person.)

8.
The scope of the human resources impact of this position.  (Explain supervisory role in hiring, firing, promoting, evaluating, increasing salaries, etc. of other employees.  Does the position carry “lead” responsibility”?  Explain how, and to what extent, the incumbent checks the work of others.)

9.
Both the level and nature of the internal contacts.  (What, if any, University departments does the incumbent contact?  Why are these contacts made and how frequently are they made?)

10.
Both the level and nature of the external contacts.  (What, if any, interactions does the incumbent have with people or organizations outside the area/department, e.g., the general public, service representatives, government agencies, community leaders, alumni, students, etc.?  Why are these contacts made and how frequently are they made?)

Explanatory Information (use a separate sheet, if necessary)

Include any information, which further clarifies the duties of the position.  For example, indicate any significant inter-relationships associated with the position.  Explain where the work originates, where it is forwarded, the deadlines, etc.  List what equipment is used.  Indicate if any type of confidential data is handled.  Include a copy of the organization chart, if necessary.  If there are any comparable positions within the department, identify these positions by position number and note the similarities and differences.

Checklist for Developing Position Descriptions
· Determine the purpose of the position

· Create bullet points on major responsibilities

· Create bullet points on secondary responsibilities

· Determine where the position will fall on the organizational chart

· Determine the supervisor of the position

· Determine the level of supervision required for the position

· Determine the required qualifications

· Determine the preferred qualifications

· Research the “Classification and Qualification Standards” for positions within the CSU

· Determine the classification desired for the position

Appendix 2.2

CALIFORNIA STATE UNIVERSITY, CHANNEL ISLANDS

REPRESENTED POSITION DESCRIPTION

A current and accurate Position Description is required for each staff position, and must be on file in Human Resources Programs.  The form should be completed with the assistance of the incumbent.  After completion, the form should be reviewed, signed and dated by the employee, the supervisor, and the appropriate Executive prior to submission to Human Resources Programs.

	SECTION I - TO BE COMPLETED BY THE SUPERVISOR

	Date: 
	Division: 


	Department: 



	Incumbent: 
	Classification: 
	Working Title: 



	Supervisor’s Name: 


	Supervisor’s Classification and Title: 

	___ New Position
____ Existing Position
	____ Full-Time

____ Part-Time

	PURPOSE OF THE POSITION:  



	RESPONSIBILITIES & DUTIES:  



	SUPERVISOR/OTHER WORK RELATIONSHIPS:



	REQUIREMENTS OF POSITION:  



	SECTION II - SIGNATURES

	Incumbent:
	Date:


	Divisional Vice President:
	Date:



	Supervisor:
	Date:


	Human Resources Programs:
	Date:




Appendix 2.3

CALIFORNIA STATE UNIVERSITY CHANNEL ISLANDS

MPP - ADMINISTRATOR POSITION DESCRIPTION

A current and accurate Position Description (PS-4) is required for each staff position, and must be on file in Human Resources Programs.  The PS-4 should be completed with the assistance of the incumbent.  After completion, the PS-4 should be reviewed, signed and dated by the employee, the supervisor, and the appropriate Executive/Division Head prior to submission to Human Resources Programs.

	SECTION I - TO BE COMPLETED BY THE SUPERVISOR

	Date: 
	Division:   


	Department:   



	Incumbent: 
	Classification:   
	Working Title:   



	Supervisor’s Name: 


	Supervisor’s Classification and Title:  

	___ New Position
____ Existing Position
	____ Full-Time

____ Part-Time

	PURPOSE OF THE POSITION:  



	RESPONSIBILITIES & DUTIES:  



	SUPERVISOR/OTHER WORK RELATIONSHIPS:



	REQUIREMENTS OF POSITION:  



	SECTION II - SIGNATURES

	Incumbent:
	Date:


	Divisional Vice President:
	Date:



	Supervisor:
	Date:


	AVP Human Resources Programs:
	Date:




Appendix 2.4

Action Verbs to Use in Position Description

accommodate


achieve

acquire

address

adjust

administer

advise

allocate

analyze

apply

appoint

approve

arrange

assess

assign

assist

audit

augment

authorize

budget

calculate

circulate

clarify

clear

collaborate

collect

combine

communicate

compile

complete

compose

compute

conduct

confer

consolidate

construct

consult

control

coordinate

correspond

counsel

create

customize

delegate

deliver

demonstrate

design

develop

devise

direct

disseminate

distinguish

distribute

document

draft

edit

eliminate

enforce

establish

evaluate

execute

expand

explore

facilitate

formulate

furnish

generate

guide

handle

hire

identify

illustrate

implement

improve

improvise

incorporate

increase

inform

initiate

instruct

interact

interface

interpret

interview

investigate

issue

lift

maintain

manage

monitor

motivate

negotiate

observe

operate

organize

participate

perform

plan

predict

prepare

present

process

program

provide

quantify

recognize

recommend

record

recruit

reduce

regulate

report

research

resolve

review

schedule

search

select

solve

specify

strategize

streamline

strengthen

summarize

support

teach

train

translate

troubleshoot

update

validate

write
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California State University Channel Islands   




       REQUISITION FORM     (Rvsd 8/07)
EMPLOYEE REQUISITION/PERSONNEL ACTION REQUEST FORM
Please follow the Requisition Guidelines for assistance.  Incomplete Requisitions will be returned to Preparer.
	PART I:  EMPLOYEE INFORMATION

	Date:

     
	Department Name/Program:

     
	Preparers Name:

     
	Extension:

     

	Employee’s Name (Last, First, Middle Initial)

Leave blank for Recruitment:

     
	Staff/Student:          

 FORMCHECKBOX 
Staff   FORMCHECKBOX 
MPP   FORMCHECKBOX 
Special Consultant   FORMCHECKBOX 
Student Assistant   FORMCHECKBOX 
 FWS Stud. Asst
 FORMCHECKBOX 
Emergency Hire (See Guidelines)   FORMCHECKBOX 
 Other Please Specify:      


	
	Faculty:      

 FORMCHECKBOX 
Full Time Tenure Track  FORMCHECKBOX 
Full Time Lecturer  FORMCHECKBOX 
Part Time Lecturer 

	
	Sabbatical Eligibility Date:

      Month           Year
	Difference In Pay Eligibility Date:

      Month           Year

	PART II:  ACTION REQUESTED – (Select ALL that apply) See Guidelines for definitions

	 FORMCHECKBOX 
  Appointment – No Ending Date

 FORMCHECKBOX 
  Temporary Appointment – with Ending Date

 FORMCHECKBOX 
  Emergency Appointment (See Emergency Hire Guidelines)
 FORMCHECKBOX 
  Additional/Concurrent Assignment

 FORMCHECKBOX 
  Reassignment (including Pay Plan Change) 
 FORMCHECKBOX 
  Change from Temporary to Probationary/Permanent

       FORMCHECKBOX 
  Credit temp full-time service to probationary period  _________ # mos
 FORMCHECKBOX 
  Time Base Change - Permanent

 FORMCHECKBOX 
  Salary Rate Change
	 FORMCHECKBOX 
  Promotion                               

 FORMCHECKBOX 
  Reclassification                        FORMCHECKBOX 
 In-Range/In-Class Progression

       Status in new classification:      FORMCHECKBOX 
  Permanent          FORMCHECKBOX 
  Probationary

 FORMCHECKBOX 
  Early Reinstatement from Full/Partial Leave

 FORMCHECKBOX 
  Retired Annuitant Appointment (Limited to 960 hours per Fiscal year)         FORMCHECKBOX 
  Demotion

 FORMCHECKBOX 
  Working Title Change              FORMCHECKBOX 
  Supervisor Change 

 FORMCHECKBOX 
  Stipend for UNIT:                FORMCHECKBOX 
  Funding Source Change 

 FORMCHECKBOX 
  Sabbatical  Leave      FORMCHECKBOX 
  Difference in Pay Leave  Fall        Spring      

	Effective Date of Action:

     
	Ending Date (if temporary):

     
	Supervisor’s Name/Title

     
	Extension

     

	Explanation of Action:           

     
	**Special Consultants Only -  NTE $ Amount/ Total # of Days
     

	PART III:  POSITION/ASSIGNMENT INFORMATION                          * Click here to reference the CSU Salary Schedule

	FROM
	Current Assignment - Complete all Blocks
           (For: Current Employee - Non-Recruitment Actions)
	TO
	Proposed Assignment – Complete all  Blocks 
(For: All Recruitment & Non-Recruitment Actions)

	Funding Source 1:
     
	% Split:
     
	Funding Source 1:
     
	% Split:
     

	Funding Source 2:
     
	% Split:
     
	Funding Source 2:
     
	% Split:
     

	Funding Source 3:
     
	% Split:
     
	Funding Source 3:
     
	% Split:
     

	Division/Department/Program

     
	Division/Department/Program

     

	*Classification Level (CSU Title)

     
	*Skill Level (if applicable)

     
	*Classification Level (CSU Title)

     
	*Skill Level (if applicable)

     

	Working Title (if applicable)

     
	Working Title (if applicable)

     

	*Class Code/Range or Grade (#### / #)

     
	*Classification Salary Range

     
	*Class Code/Range or Grade (#### / #)

     
	*Classification Salary Range

     

	FTE/Time Base/Semester Fraction

     
	Pay Plan (Months Off for 10/12 & 11/12 Plans)

 FORMCHECKBOX 
 AY  FORMCHECKBOX 
 10/12 (   ) &  (    )  FORMCHECKBOX 
 11/12 (   )
	FTE/Time Base/Semester Fraction
     
	Pay Period(s) Off (10/12 & 11/12 Plans)

 FORMCHECKBOX 
 AY  FORMCHECKBOX 
 10/12 (   ) &  (   )  FORMCHECKBOX 
 11/12 (   ) 

	FT Monthly Salary Rate  $     
	Actual Salary Rate

$             FORMCHECKBOX 
 Mo    FORMCHECKBOX 
 Hr   FORMCHECKBOX 
Daily
	Stipend Amt

$     
	FT Monthly Salary Rate

   $     
	Actual Salary Rate

$             FORMCHECKBOX 
 Mo    FORMCHECKBOX 
 Hr   FORMCHECKBOX 
Daily 
	Stipend Amt

$     

	PART IV:  SIGNATURES/APPROVALS

	Name of Supervisor/Title:  PRINT
     
	Signature:
	Date:

     
	EXT:

     

	Name of Department/Division Director:  PRINT
     
	Signature:
	Date:

     
	EXT:

     

	Name of Department Budget Officer:  PRINT
     
	Signature:
	Date:

     
	EXT:

     

	Name of Grant & Contract Analyst (required for any SA901)

     
	Signature


	Date:

     
	EXT:

     

	Name of Financial Aid Representative (required on FWS )

     
	Signature:
	Date:

     
	EXT:

     

	Name of President/Designee:  PRINT
     
	Signature:
	Date:

     
	EXT:

     

	PART V:  BUDGET USE ONLY               UNIT #:      

	Apprvd PeopleSoft Position#: 

       
	Budget Officer (Signature):
	Date:


	Comments:



	PART VI:  HR USE ONLY                   REQUISITION #:                       
	  Inclass or Reclass approved % :     Initials of HR Rep:  

	Reimbursed Moving Expenses (if applicable)

Maximum amount authorized -  $
	AD $$

 Y    N
	Unit 8 POST Cert(s) (level):
	Transfer of Credits from another State Agency:

Vacation:                 Data Transfer Form Received   FORMCHECKBOX 

	Initials of HR Rep

	Probationary Period
	Permanency
	Evaluations Cycle
	SSI Unit 3/ Unit 8
	MPP Job Cd:
	Documented by:

	Type

1y      N
	Starts:


	Ends:


	Date Eligible:


	1Q


	2Q
	3Q
	4Q
	Mo/Yr

     
	Stipend Amt

     
	
	Initials
	Date


California State University Channel Islands




Requisition Form Guidelines

                                                                                                                                                  (Rvsd 8/07
	Part I:  Employee Information

	Date
	The date form is prepared

	Department/Program
	Department or Program requesting action

	Preparer’s Name
	The name of the person filling out the Requisition Form

	Extension
	The campus telephone extension for the person filling out the Requisition Form

	Employee’s Name (Last, First, Middle Initial)
	Employee/Selected Applicant’s Name in the order of last name, first name, and middle initial)

	Staff/Student/ FWS (Federal Work Study) Student Assistant
	Identify which type of employee this is (Staff, MPP, Special Consultant, Student Assistant, FWS Student Assistant, Emergency Hire, Other (please specify) -FWS requires Financial Aid approval

	Faculty
	Identify which type of employee this is (Full Time Tenure Track, Full Time Lecturer, Part Time Lecturer)

	
	Sabbatical Eligibility Date – Month/Year

Difference-In-Pay Eligibility Date – Month/Year

	Part II:  Action Requested

	Action
	Description

	*Appointment – No Ending Date
	Initial hire to a probationary/permanent position as a result of a recruitment

	*Temporary Appointment – with Ending Date
	Initial hire to a temporary position as a result of a recruitment

	*Emergency Appointment
	Initial hire, without a recruitment, to a short-term (60-90 days depending on applicable contract), hourly position as a result of an unanticipated “emergency” need

	*Additional /Concurrent Assignment
	Appointment of a current employee to an additional, concurrent assignment

	*Reassignment
	Movement (either voluntary or management directed) of a current employee to a different position, pay plan (e.g., 12/12 to 10/12), or department without recruitment; or a “lateral transfer” with the same job code.  A reassignment may or may not result in a salary change

	*Change from Temporary to Probationary/Permanent
	Movement of a temporary employee to a probationary or permanent position.  A department may request that temporary service be credited toward the probationary period – indicate # of months to be credited.  Contact Human Resources for specific contractual requirements and campus practice

	Time Base Change – Permanent
	A permanent reduction in time-base for a probationary or permanent employee.  Do not use the Requisition Form for a temporary reduction in time-base; this action is processed as a temporary partial leave without pay via the Leave of Absence Request Form.  

	Salary Rate Change
	Change in salary amount only; for example, an in-range progression

	*Promotion
	Movement from one job classification to another with higher level duties and higher salary range as a result of a recruitment

	*Reclassification
	A significant, permanent change in duties that results in a job code or skill level change (may be at a higher, lower, or equivalent level).  Departments may require or waive the probationary period at the new classification level- contact HR for specific guidelines

	*In-Range/In-Class Progression
	In-Range Progression provides for movement within a range or skill level in the same classification.  In-Class Progression is used to change an employee's classification or position skill level within a given classification.  In Range/In-Class Progression are pursuant to respective collective bargaining agreements – contact HR for specific guidelines

	Early Reinstatement from Full/Partial Leave
	Return of an employee from a leave of absence earlier than the date initially approved using the Leave of Absence Request Form

	Retired Annuitant Appointment
	Appointment of a retired, former employee to an hourly position.  In accordance with the Government Code, Retired annuitants cannot work more that 960 hours a year.  The employee must designate whether the hours are based on a fiscal year

	Demotion
	Movement (either voluntary or management directed) from one job classification or skill level to another with a lower level of duties and a lower salary range

	*Working Title Change 
	Change the description of a “working title” when there is no change in the employee’s current class code title

	*Supervisor Change 
	Change in Supervisor an employee reports to. An updated position description signed by the incumbent, supervisor and division Vice president  must be submitted along with a requisition noting a supervisor change

	Unit 8 Stipend
	Indicate payment of a Unit 8 Stipend

Contact Human Resources for specific contractual requirements

Note: Payment of Stipend begins 30 days after the employee has demonstrated that s/he has obtained certification

	Funding Source Change 
	Change in Funding Source for the position the employee is in

	Effective Date of Action
	The date the requested assignment/action will begin

	Ending Date (if temporary)
	The last date of the temporary assignment/action

	Explanation of Action
	Brief description of the requested action

	Special Consultants Only -  NTE Amount/ Total # of Days
	Not to exceed $ Amount.  Determine # of days by dividing the NTE Amt by the $ amount.

	Supervisor’s Name/Title
	The employee’s /applicant’s immediate supervisor and title

	Extension
	Supervisor’s campus telephone extension

	Part III:  Position/Assignment Information                    *Click to reference CSU Salary Schedule

	FROM/TO:  For current employee Non-Recruitment Actions, complete the “FROM” section with the employee’s current status  AND the “TO” section showing the proposed changes

        If the requested action involves a recruitment, complete the “TO” section 

Non-Recruitment Actions:    Reassignment (including Pay Plan Change) , Time Base Change, Salary Rate Change,  Promotion, Reclassification, In Range/In-Class, Demotion, Working Title Change, Supervisor Change


	Funding Source 1, 2, 3 and % Split 
	Source where monies for request to be funded (i.e. 601303-GFE03-610-0-0).  If the funding should be shared between multiple sources, designate amount to split and each funding source

	Division/Department/Program
	Division, Department, or Program name

	*Classification Level (CSU Title)
	The CSU Classification Title

	*Skill Level (if applicable)
	Classification Skill Level, if applicable (i.e. foundation, career, expert, etc.)

	Working Title (if applicable)
	Working title of the position, if applicable

	*Class Code/Range or Grade (#### / #)
	The 4-digit CSU Class/Range code or Grade – see CSU Salary Schedule

(i.e. 1730/8 = Acctg Tech II, 10/12 plan)

	*Class Code Salary Range
	The specific CSU Salary Schedule salary range for the class code

	FTE/Time-base/Semester Fraction
	Time-base based on a Full-Time Equivalent (FTE) of 1.0

Semester Fraction to identify faculty fraction

	Pay Plan (Months Off for 10/12 & 11/12 Plans)
	For 10/12 and 11/12 plans only

Identify two months off for 10/12 plans

Identify one month off for 11/12 plan

Select AY check box for all Academic Year positions

	FT Monthly Salary Rate
	The monthly base salary

	Actual Salary Rate
	The actual salary, adjusted by the timebase/semester fraction

Identify amount per Month for salaried employees or per Hour for intermittent employees 

	Stipend Amount (Unit 8 ONLY)
	Amount of Unit 8 Stipend or notice of cancellation of Stipend.  Intermediate P.O.S.T Certification = $100 monthly stipend

Advanced P.O.S.T. Certification = $150 monthly stipend

Special Assignment Stipend = $100 paid on a month-to-month basis

Contact Human Resources for specific contractual requirements

	Part IV: Signatures/Approvals

	The names, title, and signature of the individuals authorized to approve the requested action

	Part V:  Budget Use Only

	Unit #
	Represents the three digit Unit number associated with Payroll Header

	Approved Position #
	PeopleSoft Position Number 

	Budget Officer (Signature)
	Signature of approving Budget Officer

	Date
	Date Budget Officer received and processed request

	Comments
	Additional pertinent information if applicable

	Part VI: HR Use Only

	Requisition #
	Unique number assigned (by HR Representative) to the Requisition after it is logged on the Recruitment Report

	Inclass or Reclass Approved %
	Percentage amount of Inclass or Reclassification

	Reimbursed Moving Expenses (if applicable)
	A department may authorize reimbursement of a new employee’s relocation/moving costs.  Primarily used for MPP and hard-to-hire positions.  Specify maximum amount authorized

	AD $$
	Indicate Y if vacancy was advertised.  

	Unit 8 P.O.S.T Cert(s):
	For Police Recruitments, indicate if New Hire has a P.O.S.T Certification.  Indicate what level.  **Need to obtain copies of the Certificates.

	Transfer of Credits from another State Agency
	Number of vacation hours CSUCI is willing to accept

Data Transfer form is required from former Agency to validate Vacation and Sick transfer balances and State Service time

	Initials of HR Representative
	Initials of HR Representative indicating approval of reimbursement of moving expenses, CSUCI accepting transfer of certain number of vacation hours from another state agency, and vacancy was advertised OR initialing that the requisition has been seen by HR Administrator prior to letter creation.

	Probationary Period
	Type – 1 year for represented employees     *unless time credited from a temp appointment at department discretion. 

Starts – date probationary period begins

Ends – date probationary period ends

	Permanency
	Date Eligible for permanent status

	Evaluation Cycle
	Dates performance evaluations are due.  Number of Evaluations is based on contractual requirements 


	SSI Unit 3 / Unit 8
	Month and Year Unit 3 employee is eligible for Service-Based

     Salary Increase

Stipend Amount for Unit 8 employee:

     Intermediate P.O.S.T Certification = $100 monthly stipend

    Advanced P.O.S.T. Certification = $150 monthly stipend

    Special Assignment Stipend = $100 paid on a month-to-month 

        basis

	MPP Job Code
	The MPP Job Code identifies the job family, the job function and the job reporting category to which a job is assigned

	Documented By:
	Initials of Documentation Specialist processing the request (offer letter/PS entry)

Date Documentation Specialist received and processed the request


Appendix 5.1

PeopleAdmin Recruitment Program

Position Title: _______________________________
Classification: _____________________

Guest User ID#: _____________________________

Guest User Password: ________________________

Committee chair: ___________________________

Hiring Director: ____________________

Getting Started:
All qualified applicants will be available for screening the day after the position closes.

To enter the system, type in the following URL: 
www.csucijobs.com/hr
Enter user name and password provided above.

Viewing applicants:

Click “View” under the Working Title of the position.  Applications can be sorted and viewed by header type.  

Adding recommendations to an Applicant’s Record:

While in an Active Applicants screen, you may add notes to an applicant’s record.  These notes are saved by the system and can be viewed only by Human Resources and the Hiring Manager.  These notes do however become part of the recruitment file and are retained with other recruitment materials. Once you have completed entering notes for each applicant, click the Add Notes button.  A confirmation page will appear, after clicking Confirm on the page you will see the note you created, added to the applicant’s record.  To return to the applicant list, click the Return button.   Please note, that after submitting notes, you will not be able to view your notes or the notes of other committee members.

*** IMPORTANT*** When entering your notes, please make sure that you include your name prior to entering any notes.  Without your name, it will be impossible for the hiring manager to identify each user’s notes and recommendations.

Appendix 5.2
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Application Assessment
Position Title: ________________​​​​​________  
Department: ________________________ 
Date:
______________________________

List qualifications assessed during the Paper/On-line Screening:

1.
Job specific experience 






5     4      3     2      1

 ​​​​​​​​​​​​​​___________________________________________________________________________
​​​​​​​​​____________________________________________________________________________

2.
Education/experience







5     4      3     2      1

____________________________________________________________________________
____________________________________________________________________________

3.
Communication skills







5     4      3     2      1

____________________________________________________________________________

____________________________________________________________________________

4.
Computer software experience





 5     4      3     2      1
____________________________________________________________________________

____________________________________________________________________________
5.
Writing skills (Application, resume, etc.)




5     4      3     2       1 
____________________________________________________________________________

____________________________________________________________________________

6.
Transcript evaluation experience





5     4      3     2      1

___________________________________________________________________________

____________________________________________________________________________

7.
Organizational skills







5     4      3     2      1

____________________________________________________________________________

____________________________________________________________________________

8.
Manager Criteria







5     4      3     2      1

____________________________________________________________________________

____________________________________________________________________________
9.
Manager Criteria







5     4      3     2      1

____________________________________________________________________________

____________________________________________________________________________
10.
Manager Criteria 
 






5     4      3     2      1

____________________________________________________________________________

____________________________________________________________________________
Additional Information

     ____________________________________________________________________________
     ____________________________________________________________________________

	
	Candidate Name
	CRITERIA NUMBER

	
	
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	Total
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Appendix 5.3
Samples of Interview Questions
Tell us a little more about your professional experiences, particularly those not mentioned on your resume.

Why are you interested in leaving your current position and why do you feel that this position would be better for you?

Do you feel this position is a promotion, a lateral move, a broadening of your professional experience, or just a change? Why do you think so?

How does this position fit into your long-term goals?

Please tell us about your present position.

What do you dislike most about your current job?

What is your favorite part of your current job and why is it your favorite part?

What are three college courses that best prepared you for your current position?

What qualities or experiences make you the best candidate for this position?

Describe two or three major trends in your profession today.

On the basis of the information you have received so far, what do you see as the major challenges of this position and how would you meet them?

Describe a situation in which you did “all the right things” and were still unsuccessful. What did you learn from the experience?

Discuss any committees on which you have served and the impact of these committees on the organization where you currently work.

Why did you choose this profession/ field?

What new skills have you learned over the past year?

Think about an instance when you were given an assignment that you thought you would not be able to complete. How did you accomplish the assignment?

Have you ever had a great idea but been told that you could not implement it? How did you react? What did you do?

Describe the best boss and the worst boss you have ever had.

Describe your ideal job.

What would your co-workers or your supervisor say about you?

Can you describe how you go about solving problems? Please give us some examples.

What is the biggest conflict you have been involved in at work? How did you handle the situation?

What new programs or services would you start if offered the position?

Please share with us your philosophy about customer service in an academic environment and give some examples of service that would illustrate your views.

Tell us how you would learn your new job in the absence of a formal training program.

How would you characterize your level of computer literacy? What are some of the programs and applications with which you are familiar?

Think about a co-worker from the present or past whom you admire. Why?

What are the characteristics that you prize most in an employee? What behaviors or characteristics do you find intolerable?

Can you share with us your ideas about professional development & training?

Describe some basic steps that you would take in implementing a new program in your area.

What are one or two of your proudest professional accomplishments?

Do you have any knowledge of the unique role of a ________ [start-up, public university]?

How do you feel about diversity in the workplace? Give us some examples of your efforts to promote diversity.

Tell us how you go about organizing your work. Also describe any experience you have had with computers or other tools as they relate to organization.

Please tell us what you think are the most important elements of a good _______ [service, activity, program].

Describe your volunteer experiences in community-based and /or not for profit organizations.

What professional associations do you belong to and how involved in them are you?

Tell us about you preferred work environment.

What experiences or skills will help you manage projects?

Tell us how you would use technology in your day-to-day job.

What professional development activities have you been involved in over the past few years?

What volunteer or social activities have helped you develop professional skills?

What things have you done on your own initiative to help you prepare for you next job?

Do you have any concerns that would make you have reservations about accepting this position if it is offered to you?

What do you think most uniquely qualifies you for this position?

Do you have any additional information that you would like to share?
Do you have any questions for us?
Appendix 5.4

Interview Evaluation Record
Candidate’s Name:

__
 Reviewer:



  Date: _____________                   

1.    Experience and knowledge of the position:

                                     5     4      3     2      1





______________________________________________________________________________​​​​

______________________________________________________________________________

2.    Decision making ability: (Decisiveness)




5     4      3     2      1





______________________________________________________________________________

______________________________________________________________________________

3.    Initiative:









5     4      3     2      1


(Can this Candidate recognize and develop solutions to get the job done?)





______________________________________________________________________________

______________________________________________________________________________

4.    Organizational Skills:







5     4      3     2      1


(Ability to analyze complex problems)

______________________________________________________________________________

______________________________________________________________________________

5.
Credibility:








5     4      3     2      1

(Can this candidate demonstrate tact and professionalism and be respected by

         superiors, peers and subordinates?)







______________________________________________________________________________

______________________________________________________________________________

6.    Reliability:








5     4      3     2      1


(Can this candidate meet deadlines, prioritize work and follow through?)



______________________________________________________________________________

______________________________________________________________________________

7.    Flexibility:








5     4      3     2      1


(Can this candidate adapt to changes within the organization, type of work and 


workload?)










______________________________________________________________________________

______________________________________________________________________________

8.    Communication:







5     4      3     2      1


(Oral presentation, listening skills, depth of vocabulary)






    


        ______________________________________________________________________________​​​​

______________________________________________________________________________

9.    Overall Assessment:







5     4      3     2      1


(Include assessment of management skills, overall corporate images, ability to


be part of a team)





______________________________________________________________________________​​​​

______________________________________________________________________________

10.
Manager Criteria:


______________________________________________________________________________​​​​

______________________________________________________________________________

11.   Manager Criteria:

______________________________________________________________________________​​​​

______________________________________________________________________________

12.  Manager Criteria:


______________________________________________________________________________​​​​

______________________________________________________________________________

13.
Manager Criteria:










______________________________________________________________________________​​​​

______________________________________________________________________________

14.
Manager Criteria:











______________________________________________________________________________​​​​

______________________________________________________________________________
15.
Manager Criteria:











______________________________________________________________________________​​​​

______________________________________________________________________________

16.
Recommend for position:     Yes      No

AUTHORIZATION AND RELEASE

I, __________________________, wish to be considered for employment with California State University Channel Islands (CSUCI).  I hereby authorize the CSU and its agents to investigate and verify all statements contained in my employment application and to obtain information concerning my qualifications as a prospective employee.  In connection with this investigation, I authorized the CSU to contact each of my former employers and the references listed herein.  I also authorize each of my former employers and the references listed herein to give the CSU any and all information concerning my previous employment and any pertinent information concerning my previous employment and any pertinent information they may have regarding my work performance, whether such information is favorable or unfavorable to me.  I hereby fully release all persons and entities from all liability with respect to furnishing such information to the CSU, and waive any claims I may have against them with respect to the release of such information.  I also authorized the CSU to release such employment information as necessary to those employees and agents of the CSU who require such information to investigate or to make a decision with respect to any matter pertaining to my employment.  

I acknowledge that I have read this authorization and release, fully understand it and voluntarily agree to its provisions.

______________________________________
___________________

Signature






Date
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EMPLOYMENT REFERENCE CHECK

	Applicant Name:


	
	Person Contacted:


	Date Contacted:

	Candidate for (Position):


	
	Title:


	

	Company Name:


	
	Telephone:  
 (       )              
	

	Address:


	
	
	

	Relationship to Candidate: 
	
	Dates of Employment:

From:            To:
	


What is/was his or her job title and primary responsibilities at your company?

What is/was the applicant’s reason for leaving?
Would you consider the candidate for rehire?      ____YES             ____NO
FOR ACADEMIC ADMINISTRATORS with prior academic experience:

Please describe the candidate’s effectiveness in relating with faculty and academic administrators?

Please describe candidate’s effectiveness with students?

FOR ALL ADMINISTRATIVE POSITIONS:

How well does the candidate critically think and reason?

Describe your overall evaluation of the candidate’s job performance.

How well does the candidate cope with change and support new ideas?

How well does the candidate respond to stressful situations?  

How effective is the candidate in problem solving and dealing with complex situations?

How well does the candidate interact with others, professionally and interpersonally? 

How well the candidate did/does: plan and organize their work, deal with multiple tasks, and complete assignments on time?

How much supervision does the candidate require?  Are self-management skills present? 

How well does he/she respond to criticism or interpersonal conflict?
What are his/her strongest skills as an employee?

What areas of performance need improvement?

REFERENCE COMMENTS: 

Appendix 6 2 Applicant Status.xls
5 = Outstanding


4 = Excellent


3 = Satisfactory


2 = Provisional


1 = Unsatisfactory





Comments:____________________________________________________________________________________________________________________________________________________________________________________________________________________________________











5 = Outstanding


4 = Excellent


3 = Satisfactory


2 = Provisional


1 = Unsatisfactory
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