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HIRING PROCEDURES OUTLINE

1. ___________(date) Resignation letter or termination notice received and sent to the Human Resources Assistant Director.

2. ____________Permission to hire is received by Academic Dean (teaching faculty), or Vice President responsible for the department (staff and admin faculty).
3. ___________ Job Description reviewed, updated if necessary, and forwarded to HR Assistant Director. A new date is given regardless of other changes.

4. ___________ If the position has changed enough to warrant reclassification, a request is made to the Director of Human Resources, who will arrange for a review by the appropriate committee (Administrative Faculty, Professional Staff and Staff positions only).

a. ___________The Department chair or head of the search committee prepares a 3-4 sentence summary of the job for advertising purposes, including: title, major duties, and qualifications, and sends to the HR Assistant Director. Sample:

Goshen College seeks an Associate Director of the Community School of the Arts (CSA) to begin in July. One-half time administrative faculty position. The Associate Director will work together with the Music Center Executive Director and CSA Leadership Team, and will initiate and oversee all day-to-day administrative support structures and supplementary educational programs for the Community School of the Arts. Bachelor's Degree required, with some experience in some aspect of music education. 

5. ____________The Department chair or head of the search committee completes the Checklist for Job Postings found on the HR web page under Supervisor Resources and sends to the HR Assistant Director. This indicates where the advertisements are to be placed. Nearly all positions (excluding temporary ones) announcements are placed on the GC web site and Career Services list. Newspaper, internet, and professional journal ads are determined by the position being advertised.

6. ____________ Unless specifically decided otherwise, all application materials are received by the HR Assistant Director, who copies them and sends to the search committee or supervisor. She/he will confirm receipt of application and notify candidates if materials are incomplete. Normal policy is to not consider a candidate until all materials are present.
7. ____________The search committee chair schedules a meeting of the committee with the Affirmative Action Officer (Director of HR) to go over AA goals and procedures to insure a fair selection/interviewing process.
8. _____________The supervisor or search committee reviews the applications and selects the top candidates (usually 3-4) recommended for interviews. This information is sent to the Dir of HR. All qualified internal applicants are interviewed.
9. _____________The Dir of HR sends information about the candidates to the Affirmative Action Committee for review, highlighting those recommended for interviews. If the AA Committee has questions, the Dir of HR will communicate them to the search committee or supervisor. Otherwise, permission will be given to move ahead with the interview process.

10. _____________Normally, the HR Assistant Director makes arrangements for interviews, including travel and lodging when necessary. This is coordinated through communication with the designated department representative and for teaching faculty also with the Academic Dean’s Administrative Assistant. The GC people involved in interviews varies according to the position:

a. Teaching faculty:  Search Committee, Dir of HR, Academic Dean, President, students, department members, other faculty. A class presentation is also set up by the department chair.

b. Administrative faculty:  Search Committee, Dir of HR, Vice President responsible for the department, department members. Students will be involved in selected positions (especially Student Life positions).

c. Staff/Professional staff:  Supervisor, Department Chair, co-workers, Dir of HR.

11. _____________Reference checking is conducted by the Supervisor, Department Chair, or a member of the search committee. The Director of HR will also be involved as requested.

12. ______________The chair of the search committee or supervisor leading the process then prepares a rationale to hire the candidate of choice. This report, sent to the Director of Human Resources with copies to the appropriate Vice President, summarizes the reasons for recommending the top candidate, comparing skills and background with other interviewees.

13. ______________For Teaching and Administrative Faculty position, the Department Chair/Head makes a verbal offer of employment followed by a letter composed by the Academic Dean Administrative Assistant (Teachers) and Director of HR (all others).The Director of HR makes the offer for Staff and Professional Staff positions and also prepares a letter.
14. _____________When the candidate accepts the offer verbally, teaching and administrative faculty hires are asked to send a letter indicating formal acceptance.  The official start date is communicated verbally or via email to the HR Assistant Director.
15. _____________The Department Chair/Head or hiring supervisor completes the “Employee Payroll Form” and sends it to the Assistant Director of Human Resources.
16. _____________For Teaching Faculty, the Department Chair/Head of the search committee personally contacts the unsuccessful candidates who were interviewed. For Administrative Faculty and Staff positions, the Director of HR normally personally notifies unsuccessful candidates who were interviewed. Emails or letters are sent to all other applicants. 

17. _____________ The Department Head/Chair writes an announcement for Faculty Staff Bulletin about the hiring of the new employee, including start date.

18.  ____________The Department Head/Chair or Supervisor makes arrangements for the new employee to complete tax and enrollment forms in the HR office before or on the first day of employment. The Director of HR schedules new administrative and staff employees to a new employee orientation session. The Administrative Assistant of the Dean schedules new teachers to orientation sessions held at the beginning of the next semester
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