PAGE  
1

The Catholic University of America

December 9, 2008
Human Resources Office
STAFF HIRING PROCESS

This revised process for hiring CUA staff has been developed to support the hiring freeze directive issued by Father O’Connell, President, on November 12, 2008.  In his letter, Father O’Connell stated specifically, “I am placing a temporary freeze on hiring both new and replacement positions at the university, effective immediately.”  The revised process has been developed to meet the needs of this directive and to provide hiring managers with an efficient, stream-lined process to improve the turnaround time between vacancy and new hire on boarding.  There are two steps to the new process:  Step I is the Hiring Approval phase and Step II is the recruitment and hiring phase.  All hiring managers should initiate the Staff Hiring Process by contacting one of the following Human Resources Office professionals:

· Christine Peterson, Associate Vice President/Chief HR Officer

· Lisa Koker, Employment Manager

· Ivonne Ambrozkiewicz, Training Manager
Step I:  Approval Process for Hiring Replacement Staff for Budgeted Positions

This procedure applies only to staff positions which represent budgeted full and part time positions.  Any requests for new positions (those which were not budgeted) must be presented during the next budget cycle and be supported by documentation showing the related business needs.  Vacant positions cannot be reassigned from one department budget to another department budget.  
First:  The hiring manager will complete the Personnel Requisition Form (PRF) to include the following information:

a. Position Details-All areas within this section of the form must be completed.

b. Advertising Requisition Information-This section must be completed to authorize the Human Resources Office to purchase applicable recruitment advertising.

c. The hiring manager will sign/date box number one, under Approval Process.

d. The hiring manager will forward the completed, signed PRF to his/her dean or director for review/approval.
Second:  The dean/director will review the request to hire.  The dean/director will prepare documented justification which shows why the position needs to be filled.  The following questions will need to be answered within the documentation:

a. Why does the position need to be filled?

b. What impact does this position have?

c. What are (if any) the risks of not filling the position?

d. Can the replacement of the position be delayed?  If so, how long?

e. Can the workload (performed by this position) be redistributed within the work team?

f. Is the related salary budget, year-to-date, under/over budget limitations? 

The documentation responding to questions a. through f. should be attached to the PRF.  The dean/director will sign/date box number two, under Approval Process and forward to the Associate Vice President/Chief Human Resources Officer (AVP/CHRO).  If the dean/director does not approve the request, he/she will contact the hiring manager to inform him/her of the decision to not approve.

Third:  The AVP/CHRO will review the request, verify the salary budget available via the Budget Office and contact the Vice President to consult and discuss the requisition.  The AVP/CHRO will sign/date and forward the PRF to the Vice President.  The AVP/CHRO’s signature, in box three, under Approval Process, verifies that a consultation and review of the position request has been conducted with the respective Vice President.
Fourth:  The Vice President will approve the request by signing/dating box number four, under Approval Process (if the Vice President does not approve the request, he/she will be responsible to notify the dean/director of this decision).  The Vice President will contact the President to discuss the requisition.
Fifth:  The President will make the final decision to approve or deny the requisition.  He will indicate “approved” or “denied”, sign/date and forward the PRF to the AVP/CHRO and a copy to the Vice President.  If the position is denied, the Vice President will communicate the denial to the dean/director who is then responsible to inform the hiring manager.

(If the position request results in a denial, the applicable salary budget dollars will be unavailable, for any purpose, until this decision is reversed.  The Budget Office will be notified of the denial.)
Step II The Recruitment and Hiring Process:
‘Key’ Points:

After a vacant position has been approved for rehire, the hiring manager will contact one of the following HR professionals to discuss and initiate the recruitment/hiring process:
· Christine Peterson, Associate Vice President/Chief HR Officer

· Lisa Koker, Employment Manager
· Ivonne Ambrozkiewicz, Training Manager
The hiring manager will work with the same HR representative throughout the hiring process.  This will provide for a consistent, efficient process which will be designed to meet each hiring manager’s needs through expanded HR resources and support.  
All job offers (verbal and written) will be extended only by a representative from the Human Resources Office.  Verbal and/or written offers will no longer be extended by the hiring manager/department/school.
Attachment:  Personnel Requisition Form (PRP)
