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Todayos “Present

1. The Case for Change
2. New Process Overview

a. Recruitment & Hiring, a 2-Phase Process
b. New Documentation

c. The Approval Process, a 5-Step Process
d. The Recruitment Process

e. New Procedures & Important Points
3. Manager Resources
4. Questions
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Listened to Concerns of Faculty/Staff

A We have received a large amount of feedback on the

November 12, 2008 Letter

difficulties associated with the current process

A
A

A

A
A

Temporary hiring freeze

New process, each Vice President conducts a
careful review of each new hire request

Introduction of a simplified, 5 step easy to use hiring
approval procedure

New simplified documentation

Enhanced level of support from HR for recruiting and
hiring new staff.
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| need to fill a vacancy in my office,
what do | do?

Follow the two phase process



PHASE 1. The Hiring Approval Phase

What do | need?
Obtain approval to hire into position

How do | do this?

By completing the required documentation & forwarding it
through the 5 step approval process

When do | know?
When you hear back from your Dean/Director

Then what?
If approved, move onto PHASE 28 Recruitment & Hiring




PHASE 2. Recruitment & Hiring Phase

Where Do | Start?

Contact your assigned HR professional to begin the
recruitment process for your position.

What Should | Expect?

A collaborative effort between you and HR--designed to fill
your

vacancy. Your recruitment strategy includes:
- addressing how we will recruit for your position
- defining the selection process
- screening & interviewing qualified candidates
- the hiring phase

Result?
An empl oyee who is the 0Obest
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Key Point: Elimination of Part 1 and Part 2

The Catholic University of America
P.

ART I
PERSONNEL/AFFIRMATIVE ACTION RECORD: REQUEST FOR AUTHORIZATION TO RECRUIT

Account Fund Order No.

Org:
Position No. Type: L] Faculty T Exempt Staff [ Non-exempt Staff

Department/Office Title:
Si 1l (Faculty): Recommended Salary:
[ New Position ~ [] Existing Position  Vacated by:

Work Hours (per week): outof [735 [J40

DUTIES

The Catholic University of America

PERSONNEL AFFIRMATIVE ACTION RECORD: REQUEST FOR AUTHORIZATION TO OFFER

Position Description Attached (Staff): O

QUALIFICATIONS

RECRUITMENT PLAN (Staff only: Automatically includes distribution of Position Listings on campus and to
equal opportunity sources; if requesting newspaper ad, please attach copy and requisition).

APPOINTMENT OR STAFF PROMOTION
Account: Fund: Org Order No.
Position No: Title/Rank:
Department/Office Proposed Salary:
Specialization (Faculty): Proposed Start Date
Work Hours (per week) outof []35 []40
Proposed Appointee:
Name: Sex: Ethnic S |
Address
US.Citizen [J Yes [J No Date of Birth: Social Security #:

Current Position (for promotion or transfer):
Source of Recruitment

If the proposed appointee is not a member of a protected minority group or female, indicate in detail why
the candidate is considered superior to the best-qualified female or minority group candidate:

SCREENING PROCEDURES

Requested by: Chair/Supervisor Date
**Endorsed by: Dean/Director Date
Approved by: Cognizant Vice President Date

Human Resources Policy Followed:
Assoc. V.P./Chief Human R Officer Date

Compensation Guidelines Met.
Comp Manager Date
Salary Level (Staff): Salary Range

*Funds Available: Budget Administrator
(University Funded Position) Date

*Funds Available: Controller's Office
(Grant/Contract Funded Position) Date

EEO Guidelines Followed:
Equal Opportunity Officer Date

“This authorization to recruit i imited to the current budet year.
“* Faculty only: After endorsement route form through Assistant to the Provost

FOR STAFF POSITIONS; Part I fomis must be received by the Office of Human Resources with al signatures by 5:00 PM Tuesday for
inclusion in the following week's Position Listings. Office of Human Resources, Rev. 6/05

References checked by:

This request to appoint will not be processed without the following documentation which must be attached to this
form:

1. Applicant Register Tally. List all applicants, using the enclosed code sheet to fill in the information requested
2. All applications and resumes received (staff positions only).
3. Resumes of proposed appointee and four finalists (faculty positions only).

Requested by: Chair/Supervisor Date
*Endorsed by: Dean/Director Date
Approved by: Cognizant Vice President Date

Human Resources Policy Followed:
Assoc. V.P./Chief Human R Officer, Date

Compensation Guidelines Met:
C Manager Date

Funds Available: Budget Administrator
(University Funded Position) Date

Funds Available: Controller's Office
(Grant/Contract Funded Position) Date

EEO Guidelines Followed
Equal Opp ly Officer Date

endorsement route form through Assistant to the Provost Office of Human Resources, Rev. 6/05
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One New Form: Personnel Requisition Form (PRF)
Three (3) sections

T~ SECTION 1

SECTION 2 POSITION DETAILS
ADVERSTISING PAYMENT

PETAILS \
S

SECTION 3 /

5 STEP APPROVAL
PROCESS
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