Post and Recrui

CLASSIFIED INCLUSIVE HIRING TOOLKIT 2021

Activity

Activity Description

Complete Request to Advertise form. Route to obtain required

Est Time
(Business Days)

- Enter
Hiring Manager/ Initiate Request to | approvals, and submit to Human Resources. 7 dy Today’s
Human Resources Advertise Human Resources will forward to Chancellor's Staff for Date
review/approval.
Initiate lateral process and notify Hiring Manager. If there are no
lateral applicants, move to Draft Job Announcement.
If there are lateral applicants, Hiring Manager interviews
Human Resources/ e
. Lateral Process employee(s); if hired, proceed to complete Personnel Change 10 dy
Hiring Manager .
Form. No further recruitment steps needed.
If no hire made from lateral interviews, move to Draft Job
Announcement.
Draft Job Announcement in PeopleAdmin. Send to Hiring Manager
Human Resources Draft Job i 2d
Announcement for review. 4

Human Resources/
Hiring Manager

Establishing the
Search Committee*

Establish a diverse and culturally competent search committee in
compliance with Classified Hiring Policy and Title 5.

Human Resources will confirm number of search committee
members with Hiring Manager (3 or 5 member committee).
Obtain list of additional member(s) and verify training status.

Hiring Manager will provide Human Resources with Hiring
timeline (this document) with estimated search committee dates.

Human Resources will provide timeline to CSEA and request
appointment(s) (either 1 or 2 CSEA appointments). If a 3 member
search committee, 1 CSEA appointment needed; if a 5 member
search committee, 2 CSEA appointments needed.

*No additional
time allotted;
will occur
concurrent with
posting period

Hiring Manager

Review Job
Announcement

Review job announcement and create desirable qualifications that
do not cause adverse impact or deter applicants from applying.
Must include at least one desirable qualification related to
diversity, equity, inclusion and anti-racism (DEIA) that is specific
to the position.

Create “about us” for your department (optional). Submit to
Human Resources for approval.

2 dy



https://mg.nocccd.edu/documents/20381/238199244/Request+to+Advertise/cef46903-7bda-4832-9a20-d8645a6f5ad4
https://mg.nocccd.edu/documents/20381/238199244/Personnel+Change+Form/a765e412-0b6a-42e4-bb65-d2bb6c1b9bb1
https://mg.nocccd.edu/documents/20381/238199244/Personnel+Change+Form/a765e412-0b6a-42e4-bb65-d2bb6c1b9bb1
https://mg.nocccd.edu/documents/20381/238199244/Classified+Job+Announcement/dbd323cd-35c8-4ff8-9b30-d9da523cdfc1
https://mg.nocccd.edu/documents/20381/238199244/AP+7120-3+Classified+Employee+Hiring/01dbc5a6-71d0-4839-ba78-a17e256f84dc
https://govt.westlaw.com/calregs/Document/IF3194F15B5C344F3AF9380D3BDCDE80C?viewType=FullText&originationContext=documenttoc&transitionType=CategoryPageItem&contextData=(sc.Default)&bhcp=1
https://mg.nocccd.edu/documents/20381/238199244/Classified+Job+Announcement+Posting+Review/212035fe-87d7-4166-8dd9-563205747e23
https://mg.nocccd.edu/documents/20381/238199244/Classified_Confidential+Sample+Diversity%2C+Equity%2C+Inclusion+Desirable+Qualifications/d6e3208f-7817-432b-8a46-155a7d039783
https://mg.nocccd.edu/documents/20381/238199244/About+Us+Samples/a5b9beff-8a44-4a2d-9e0f-9a67f0ee29a7

Post and Recrui

CLASSIFIED INCLUSIVE HIRING TOOLKIT 2021

Activity

Activity Description

Review and/or revise desirable qualifications. Examine DEIA. If
revisions, return to Hiring Manager; or proceed to post job.

Est Time

Post Job ini " N
Human Resources/ ostJo Post Jo.b‘Announcemen'F (mlnlmum 10 business days per AP 7120 )
Hiring Manager Announcement & | 3 Classified Employee Hiring). 12 dy
Recruit
Hiring Manager and Human Resources share the job posting to
create a diverse pool of applicants. Consider inclusive strategies.
Notify committee chair of CSEA appointment(s) and training
status. ,
*No additional
Ensure all committee members have completed EEO/Hiring and time allotted:
Human Resources/ Finalizing the !

Hiring Manager

Search Committee*

PeopleAdmin training before first committee meeting. Managers
must complete extended 4.5 hours EEO training.

Hiring Manager will schedule 1st Search Committee Meeting .

will occur
concurrent with
posting period

Human Resources

Human Resources
Pre-Screen

Job Announcement closes in PeopleAdmin. Human Resources pre-
screens applicants for complete applications and nepotism.

3dy

Search Committee/
EEO Representative

Search Committee
Meeting # 1: Create
Hiring Material

Search Committee will conduct first meeting. Clearly outline the
role of the EEO rep (Hiring Manager) and each committee
member. View “What the Research Says about Bias” video and
“Check Your Bias”. Check your implicit bias and the importance of
being fair and impartial.

To maintain equity of the search, remind committee to take notes
throughout the hiring process; retain all notes for submission to
Human Resources.

Collectively create hiring material (writing tests/presentation,
interview questions, interview rubric, screening criteria); (see
prohibited questions). Determine how committee will evaluate.
Review "How to assess the Response to the Diversity Minimum
Qualification".

*No additional
time allotted;
occurs
concurrent with
posting/
screening
period



https://mg.nocccd.edu/documents/20381/238199244/AP+7120-3+Classified+Employee+Hiring/01dbc5a6-71d0-4839-ba78-a17e256f84dc
https://mg.nocccd.edu/documents/20381/238199244/AP+7120-3+Classified+Employee+Hiring/01dbc5a6-71d0-4839-ba78-a17e256f84dc
https://mg.nocccd.edu/documents/20381/238199244/Where+to+Share+Checklist/a8dffad0-e952-4153-972b-de40b667c7f4
https://cccpln.csod.com/ui/lms-learning-details/app/course/116c7bbd-7f68-4464-94b6-17a0aa42b3a9
https://mg.nocccd.edu/documents/20381/238199244/NOCCCD+Hiring+Training+Presentation/96657f93-6d70-42b2-9c71-ea4ccba7c97a
https://mg.nocccd.edu/documents/20381/238199244/Access+PeopleAdmin+Training+Modules/7e4fce9d-8bdc-41df-a09c-99fa1b22eb07
https://mg.nocccd.edu/documents/20381/238199244/Agenda+Classified+Search+Committee+Meeting+%231/45bbb1ed-84f8-47e6-9809-30823b7afb3a
https://mg.nocccd.edu/documents/20381/238199244/EEO+Representative+Check+List/dc1f3b7a-2473-43b7-8007-8d6d9e71c469
https://www.youtube.com/watch?v=UZHxFU7TYo4&feature=plcp
https://www.youtube.com/watch?v=31Z_FSeLjtk&feature=youtu.be&list=PLh1qDCupymDpjarvh0XanaNWlejd_jMFT
https://mg.nocccd.edu/documents/20381/238199244/Bias+Handout/6c4975dd-d52d-46a4-ab2d-89784687d262
https://mg.nocccd.edu/documents/20381/238199244/Behavioral+Based+Interview+Questions/e4d34fce-f6fd-492d-84d7-11fa1cfbe39a
https://mg.nocccd.edu/documents/20381/238199244/Interview+Question+Template/4b7f555a-0dfe-4f63-bc38-207474f8e8fc
https://mg.nocccd.edu/documents/20381/238199244/Applicant+Screening+Criteria+Template/d332970b-48db-4c4d-a6fe-bea52fbd9e0b
https://mg.nocccd.edu/documents/20381/238199244/Prohibited+Interview+Questions/c8880e66-eaf4-48a5-8a18-1eb8a7fa3e3c
https://mg.nocccd.edu/documents/20381/238199244/Developing+Interview+Questions/f7b598b4-4f22-483d-9b6f-64f2fc918552
https://mg.nocccd.edu/documents/20381/238199244/Diversity+Qualifications+and+Sample+Language/f706f66c-8044-4188-bb58-dc753800b48b
https://mg.nocccd.edu/documents/20381/238199244/Diversity+Qualifications+and+Sample+Language/f706f66c-8044-4188-bb58-dc753800b48b

Screen and Select

Search Committee/
EEO Representative

CLASSIFIED INCLUSIVE HIRING TOOLKIT 2021

Activity

Search Committee
Meeting # 1: Create
Hiring Material

Activity Description

Sign confidentiality agreements and submit all hiring material to
Human Resources for review.

Review/revise and approve submitted hiring materials. Consider
DEIA. Notify Hiring Manager with feedback/once approved.

Human Resources/ Review - e - 24
Hiring Manager Hiring Material Human Resources -WI|| notify Hiring Manager when the committee y
may begin evaluations.
Hiring Manager will notify committee to begin.
Evaluate applications based on approved screening criteria. Check
Search Committee Evaluate Applicants | your implicit bias. Be fair, consistent, and impartial. Refer to "How 10 dy
to assess the Response to the Diversity Minimum Qualification.
2nd Search Committee Meeting. Check your implicit bias when
selecting or eliminating interview candidates.
Discuss applicant's evaluations and identify interview candidates.
Search Committee | Consider the funnel method (identify more candidates than less).
Search Committee/ Meeting # 2: 34
Human Resources Select Interview Discuss phone interviews as an option to broaden interview pool. Y
Candidates " ; ; :
Submit list of interview candidates and alternates to Human
Resources for final approval. Do not contact until cleared by
Human Resources.
Verify work experience of selected interview candidates, and
inform Hiring Manager of any discrepancies. Clear interview list.
Verify Work ; ; :
Human Resources Eirletien()c; Update workflows for interview candidates, as well as the 3dy
P remaining applicants not selected. This will prompt a “not
selected” email to applicants.
Refer to reminders for Search Committee Chair. Schedule and
conduct first interviews.
Search Committee Conduct Evaluate based on their responses (e.g. “listen for”) to the oral 10 dy

1%t Interviews

interview questions and performance test. Refer to "How to
assess the Response to the Diversity Minimum Qualification".

Check your implicit bias. Identify finalist(s).



https://mg.nocccd.edu/documents/20381/238199244/Confidentiality+Agreement+Electronic+Signature/99a98d44-05aa-4f5b-8801-e0136ec46c1b
https://mg.nocccd.edu/documents/20381/238199244/Bias+Handout/6c4975dd-d52d-46a4-ab2d-89784687d262
https://mg.nocccd.edu/documents/20381/238199244/Diversity+Qualifications+and+Sample+Language/f706f66c-8044-4188-bb58-dc753800b48b
https://mg.nocccd.edu/documents/20381/238199244/Diversity+Qualifications+and+Sample+Language/f706f66c-8044-4188-bb58-dc753800b48b
https://mg.nocccd.edu/documents/20381/238199244/Agenda+Classified+Search+Committee+Meeting+%232/702a56dc-267c-4d2e-8583-bf79c96c8e72
https://mg.nocccd.edu/documents/20381/238199244/Bias+Handout/6c4975dd-d52d-46a4-ab2d-89784687d262
https://mg.nocccd.edu/documents/20381/238199244/Incorporating+Telephone+or+Video+Chat+Interviews/0d3f0812-100d-4cfa-8c16-0fdd792b21bb
https://mg.nocccd.edu/documents/20381/238199244/Reminders+for+Search+Committee+Chair/07f2d31a-7664-49ef-aac1-d4ebf761c0b0
https://mg.nocccd.edu/documents/20381/238199244/Diversity+Qualifications+and+Sample+Language/f706f66c-8044-4188-bb58-dc753800b48b
https://mg.nocccd.edu/documents/20381/238199244/Diversity+Qualifications+and+Sample+Language/f706f66c-8044-4188-bb58-dc753800b48b
https://mg.nocccd.edu/documents/20381/238199244/Bias+Handout/6c4975dd-d52d-46a4-ab2d-89784687d262

Owner Check

Offer and Accept

Hiring Manager/

CLASSIFIED INCLUSIVE HIRING TOOLKIT 2021

Activity

Select Finalist(s) &

Hiring Manager will provide name of finalist(s) to Human
Resources. Notify applicants not advancing.

Notify Human Resources of any candidates that declined or did
not show up to a scheduled interview.

Human Resources will update workflows for first interview

Est Time

Activity Description

Human Resources Update workflows | candidates that are not advancing and declined/didn’t show. This 2 dy
will prompt a “not selected ” email.
Optional: conduct second level interviews.
Provide finalist’s name to Human Resources.
From finalist, request reference information, any additional
documents, and response to the criminal conviction question
through PeopleAdmin.
Verify Education & _ - e _ e
Human Resources Initiate Electronic Once provided, verify education (if applicable) and criminal 5 dy
References convictions. Notify Hiring Manager of any discrepancies.
Initiate electronic references. Clear finalist to hire and notify
Hiring Manager.
Review completed electronic references.
Complete Complete verbal reference form with finalist to hire’s current
Hiring Manager References & Offer Supervisor; submit to Human Resources. 2 dy
of Employment Once references are completed, extend contingent offer of
employment. If applicable, notify candidates not selected.
Complete Personnel Change Form and obtain appropriate
signatures; submit to Human Resources for processing.
Submit Personnel Collect and submit all hiring material from the recruitment to
Hiring Manager Change Form & Human Resources. Hiring material includes all of the following: 3dy

Hiring Material

Interview Questions, Interview Evaluation Forms, paper
references and any other materials you may have used during the
recruitment process.



https://mg.nocccd.edu/documents/20381/238199244/NOCCCD+Guide+to+Making+a+Hiring+Decision/343a1a1a-43d0-4653-aa54-7194318b783b
https://mg.nocccd.edu/documents/20381/238199244/Classified_Confidential+Communication+to+Candidates/90b46dcb-689b-4152-a672-62580bd0865c
https://mg.nocccd.edu/documents/20381/238199244/Classified_Confidential+Reference+Check+Form+-+Supervisor/fe42edd5-e8e0-4f39-8835-b1f1ef846820
https://mg.nocccd.edu/documents/20381/238199244/Classified_Confidential+Communication+to+Candidates/90b46dcb-689b-4152-a672-62580bd0865c
https://mg.nocccd.edu/documents/20381/238199244/Personnel+Change+Form/a765e412-0b6a-42e4-bb65-d2bb6c1b9bb1

CLASSIFIED INCLUSIVE HIRING TOOLKIT 2021

Owner Check Activity Activity Description Est Time

Once Human Resources Specialists receive the PCF, they will
determine salary placement based on experience, and will contact
new hire to schedule processing appointment. New Hire will be

Next

Human Resources/ Onboarding/ placed on upcoming Board Agenda. Board
Board of Trustees Board Approval 10 dy Agenda

PP New hire cannot start until after Board approval. Human gate'

Resources Specialists will process new hire in collaboration with
Hiring Manager. Onboarding Begins!

Position Title: First Possible Start Date:

Use this toolkit to establish a timeline for your recruitment. To begin, enter today’s date on first step of the process and add estimated days to
calculate subsequent dates. For the last date, review Board Agenda dates to determine first available start date.



https://www.nocccd.edu/board-meeting-dates
https://www.nocccd.edu/board-meeting-dates
https://mg.nocccd.edu/documents/20381/238199244/Example+Onboarding+Plan/348739dc-d955-4280-b7f2-e5d257f44618

	Check Box1: Off
	Check Box2: Off
	Check Box3: Off
	Check Box4: Off
	Check Box5: Off
	Check Box6: Off
	Check Box7: Off
	Check Box8: Off
	Check Box9: Off
	Check Box10: Off
	Check Box11: Off
	Check Box12: Off
	Check Box13: Off
	Check Box14: Off
	Check Box15: Off
	Check Box16: Off
	Check Box17: Off
	Check Box18: Off
	Check Box19: Off
	Check Box20: Off
	Text21: 
	Text22: 
	Text23: 
	Text24: 
	Text25: 
	Text26: 
	Text27: 
	Text28: 
	Text29: 
	Text30: 
	Text31: 
	Text32: 
	Text33: 
	Text34: 
	Text35: 
	Text36: 
	Text37: 
	Text38: 
	Text39: 
	Text40: 
	Text41: 
	Text42: 


