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PURPOSE OF POLICY
To standardize the hiring process for all benefitted staff and faculty (classified, professional, non-unit, faculty and designated public safety positions) by coordinating the requirements of federal and state statutes, rules, and regulations; Board of Trustees (BoT) policies; and best practices. The Office of Human Resources (HR) and the Office of Diversity and Inclusion (ODI) oversee and manage this process. 
APPLICABLE TO:  All departments at UMass Boston. 
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POLICY 
The University of Massachusetts is committed to a policy of equal opportunity without regard to race, color, religion, gender, gender identity or expression, age, sexual orientation, national origin, ancestry, disability, military status, or genetic information in employment. (BoT)
To fulfill that policy, the University of Massachusetts is further committed to a program of affirmative action to eliminate or mitigate artificial barriers and to increase opportunities for the recruitment and advancement of qualified minorities, women, persons with disabilities, and covered veterans. (BoT)
UMass Boston adheres to this Board of Trustees policy, best hiring practices, and contractual obligations or provisions when hiring employees. HR and ODI set the standards for attracting, hiring, motivating, and retaining highly qualified faculty and staff. 
Interview Exchange, the HR online applicant tracking system, is the required tool for all full- and part-time benefitted positions.

All benefitted positions are advertised in accordance with HR and ODI standards to ensure effective outreach and strategies that will attract a diverse pool of qualified applicants. 
Depending upon the nature and level of the position, a variety of search strategies may be necessary. Hiring departments, regardless of source of funds, are obligated to conduct a fair and open search process in conjunction with HR and ODI. HR and ODI are prepared to work closely with any unit on outreach and recruitment strategies.

DEFINITIONS, ROLES, AND RESPONSIBILITIES  

The Office of Human Resources (HR): This office is charged with leading the campus to attract, hire, motivate and retain highly qualified faculty and staff. HR has oversight responsibility for hiring processes and is headed by the assistant vice chancellor for human resources. If it is unclear whom to contact at HR during the hiring process, send an email to HR@umb.edu and your question will be forwarded to the correct individual. 

The Office of Diversity and Inclusion (ODI): This office is charged with strengthening the university tradition of diversity by developing and implementing a strategic and integrated approach to advancing a university-wide climate that respects, values, and supports the academic, social, and personal development of diverse faculty, staff, and students. If it is unclear whom to contact at ODI during the hiring process, send an email to ODIHiring@umb.edu and your question will be forwarded to the correct individual. 
The Office of Budget and Financial Planning (OBFP):  This office ensures that adequate resources are available in the annual chancellor-approved budget (budget authorization), if that budget is intended to support the new or replacement hire.

The Office of Research and Sponsored Programs (ORSP): This office ensures that the identified grant or other external funding is available, if that funding is intended to support the new or replacement hire.

Appointing Authority: The appointing authorities at UMass Boston are the chancellor and the vice chancellors (including the provost). They may delegate any or all of their responsibilities. It is recommended that at the beginning of a search, the appointing authority meet with the hiring manager and/or search committee to ensure that all participants are clear about expectations held by the appointing authority, including the degree of delegation. 


Hiring Manager: The hiring manager is the person who will make the final recommendation regarding a staff position to the vice chancellor or designee, usually based on recommendations of a search committee. The hiring manager will normally serve as the immediate supervisor of the new hire. For classified staff positions, the hiring manager may lead or delegate leading the search process. For professional staff positions, the hiring manager may not serve as a member of the search committee, screen resumes, or identify candidates or finalists for interview. For faculty positions, there is normally no hiring manager, as the search chair will report to a department chair, who will seek a dean’s approval for the hire before the dean seeks final approval from the provost. 

The hiring manager may also serve as the recruitment coordinator and have access to Interview Exchange for those staff positions that do not have a search committee. If there is a search committee, the hiring manager may not have access to Interview Exchange; only the members of the search committee are granted access to Interview Exchange.
Internal Candidates: 
For Unit positions: A UMass Boston benefitted employee is considered an internal candidate only if they are in the same bargaining unit as the position for which they are applying AND are minimally qualified (based on pre-requisite knowledge, skills, and abilities, as well as a demonstrated potential to gain additional knowledge, skills, and/or abilities through formal and on-the-job training). For example, a current employee who is in the CSU will not be considered an internal candidate for a PSU position. 
For non-unit positions: All current employees should be treated as internal candidates if qualified for the position.

Hiring managers and search committees are strongly encouraged to consider those qualified employees who are currently employed by the university

Note: Temporary employees (e.g., benefited or non-benefited contract employees or student employees) are not considered as internal employees.

Recruitment Coordinator:  The recruitment coordinator serves as the liaison to HR and ODI for all procedures and questions regarding the hiring process, and will serve as the point person for all administrative issues pertaining to the position. It is the intent that this is the one person who will interact with ODI and HR to streamline more effective communication regarding the status of the hiring process. The recruitment coordinator’s name should be listed on the Position Recruitment and Search Form.  The hiring department should so designate on the Position Recruitment and Search Form if it would like the recruitment coordinator to have access to Interview Exchange and the applicant pool for administrative purposes only (i.e. scheduling interviews via Interview Exchange, printing out resumes, cover letters, references, etc.).  In order to serve in this role, all recruitment coordinators will be required to attend a benefitted hiring process training in order to serve in this role.  

Search Committee Chair:  The search committee chair coordinates the work of the search committee and represents the committee in communications with various officials, such as the appointing authority and the hiring manager or dean, as well as the candidates. Before serving as a search committee chair, an employee must receive approval from his or her supervisor and attend the hiring process training and search committee training (arranged through HR). The chair should receive direction from the appointing authority or hiring manager about how the committee is to proceed and should relay that information to the full committee. The chair should ensure that all university policies and procedures are followed during the interview process, develop the interview questions, serve as the liaison between the committee and university officials and the candidates, and convey the committee’s recommendation of the finalist(s) to the appointing authority, the dean, or hiring manager. All search committee members must attend all meetings and review, screen, and interview all selected applicants. It is also the responsibility of the chair to collect all interview records and notes regarding the search and send them to the Recruitment Coordinator for retention in the department for three years. All members (including the chair) have an equal vote and influence on the recommendation of the first and final rounds of applicants to be interviewed. The successful candidate is selected by the hiring manager.  
Search Committee Members:  All members of the search committee are responsible for tasks including resume screening, developing interview questions, selecting candidates for interviews, reviewing reference letters, and recommending the final candidates to the appropriate official. All search committee members must attend all meetings and review, screen, and interview all selected applicants. The major criterion for membership on a search committee should be the ability to recognize candidates qualified for a position. However, it is equally important that the search committee be sensitive to its affirmative action and equal opportunity responsibilities. Before serving on a search committee, an employee must receive approval from his or her supervisor and attend the hiring process training and search committee training (arranged through HR). All members have an equal vote and influence on the recommendation of the first and final rounds of applicants to be interviewed. The successful candidate is selected by the hiring manager. 
ePAF (Electronic Personnel Action Form): Is an online form replaces paper forms, originated by a department to complete the hiring process. Each ePAF action has pre-assigned approval levels, which represent electronic signatures approving the transaction.

The Recruitment File: All interview notes, notes on resumes, applications, cover letters, interview ranking sheet(s), references, and any other paperwork generated as a result of the process for all applicants must be retained in the hiring department’s recruitment file. All correspondence received, regardless of relevance, must be included. Confidentiality about the applicants and their reference materials must be maintained even after the search has been completed or deemed a failed search. The recruitment coordinator must forward the full recruitment file to hiring department for retention in the department for three (3) years until HR calls for the records.

PROCEDURES
SECTION A: Classified Staff Union (CSU) Positions 
STEP 1:  CONFIRM NEED FOR THE POSITION AND SECURE APPROVED FUNDS 

In determining the need for a new position, the recruiting department should consider alignment with UMass Boston’s Strategic Plan. Before the recruitment process begins, approved estimated funding to fill either a vacancy or a new position must be identified and secured.  The source of funds must be either the department’s annual chancellor-approved budget or an authorized grant.

· All chancellor-approved budget positions have a Position Number which denotes budget authorization. If the department does not have a Position Number, contact OBFP.

· Grant funded positions have a Position Number which denotes grant authorization. After ORSP and other offices have approved the position on the Position Recruitment and Search Form, Human Resources will assign a Position Number. 

At this point, the department should notify ODI and ask for assistance in brainstorming the best outreach mechanisms for identifying potential diverse applicants.

Due to the nature and timing of grant awards, Step 1 and 2 may be done simultaneously for grant positions only.

STEP 2:  CONFIRM JOB DESCRIPTION AND SALARY (CSU)
The job description is used to classify the position, outline key responsibilities, and determine the salary grade. It includes a general summary of the position, examples of duties, minimum qualifications, and supervision received and (if applicable) exercised. An accurate job description establishes a clear set of shared expectations for job performance. Job descriptions that have been evaluated in the past 24 months do not need to be reevaluated if there is no change. 

Using the Job Description Form available at http://www.umb.edu/hr/forms_instructions, the department should submit a complete description to the Staffing and Compensation Manager in HR, who will evaluate the job description. Guidance in writing a complete job description is available from HR. 

The job description enables HR to establish the grade and bi-weekly salary that are appropriate for the duties being performed. Once completed, the job description is used as a basis for advertising and recruitment of the position. 
HR will respond to the department via email within 10 business days of receipt of the job description with either:

· a request for more information, in the instance of an incomplete or unclear job description; or

· an email, copied to the vice chancellor, dean, and department head, detailing the approved grade, bi-weekly and annual salary.

If the approved funding is insufficient for the approved bi-weekly salary, the department should review needs and seek approval for increased funding and/or a revised job description through the appropriate process.
Departments are expected to finalize and obtain approvals for the position, funding, and job description before proceeding to Step 3.

STEP 3:  START THE RECRUITMENT PROCESS (CSU)
The recruiting department head should first appoint a recruitment coordinator who will serve as the liaison to HR and ODI throughout the recruitment and hiring process for the position. It is the intent that this is the one person who will interact with ODI and HR to streamline more effective communication regarding the status of the search process. 
Hiring managers and recruiting departments are encouraged to review Article 19 of the CSU contract before beginning the search process. The contract is posted on the HR website at www.umb/hr. 
Position Recruitment and Search Form:
The recruitment coordinator starts the recruitment process by completing the Position Recruitment and Search Form, available at http://www.umb.edu/hr/forms_instructions.
This form ensures that the university is following best hiring practices, adheres to contractual obligations or provisions, obtains budget authorization (Position Number), observes affirmative action guidelines and policies, and ensures that there is appropriate work space for the employee. The form also allows the recruiting department to identify search committee members and to outline the recruitment strategy for the position. If asked, HR and ODI will work directly with the department to help develop a recruitment strategy. 

The Position Recruitment and Search Form requires signatures of individuals involved in hiring and budget decisions at the university. The signatures required will depend on the nature of the position(s) and the department or unit initiating the hiring. Signatures of the following officials will or may be required:

· the head of the hiring department;
· the dean (where applicable);
· the vice chancellor or provost;
· the chancellor (where applicable).

After the appropriate signatures are obtained:

· The Position Recruitment and Search Form is submitted by the appropriate vice chancellor’s office for review to OBFP, if the position is state- or trust-funded, or to ORSP if the position is grant-funded. If there is a funding issue, OBFP or ORSP will inform the recruitment coordinator;
· OBFP or ORSP forwards the form to ODI within 3 business days of receipt for review;
· ODI reviews the form and approves for a mix of appropriate diversity in the search committee, if indicated, and within 3-5 business days of receipt forwards the form to HR for posting. ODI emails the recruitment coordinator with the approved search committee and a courtesy copy of a description of the interview and hiring processes. 
· HR posts the position on Interview Exchange within 3-5 business days of receipt and sends an email to the recruitment coordinator that the position has been posted. The hiring manager and/or approved full search committee will receive an email from Interview Exchange with access to the posting once posted.
Posting Requirements:
Posting on Interview Exchange is required for a minimum of 10 calendar days, in keeping with the CSU collective bargaining agreement, Section 19.3. To increase the chances of a diverse pool of candidates, HR and ODI strongly recommend external posting or advertising (for example, on job boards and websites or in publications). External posting requests must be indicated on the Position Recruitment and Search Form. HR is affiliated with an approved University of Massachusetts advertising agency, which works with HR on all external advertising placements and can help to identify the best advertising methods for each position. HR automatically posts on:
•
UMB.EDU/HR (Interview Exchange)

•
HigherEdJobs.com

•
InsideHigherEd.com

•
HigherEdResourcesConsortium.com (HERC.com)

Additional external advertising will be placed and paid for in the amount available from HR; any additional cost is the responsibility of the hiring department. HR has final approval over all external postings. The department must supply the correct budgetary speed type number for the additional charges on the Position Recruitment and Search Form before an external advertisement is placed. It is recommended that the posting deadline on Interview Exchange be in sync with any deadlines given in external advertising. 
ODI also has affiliations with external sites that target diverse faculty and staff. It is strongly recommended that departments reach out to ODI at this stage, if they have not already done so.

The Search Committee:
A search committee is not required; however, if a committee is appointed, it should be included on the Position Recruitment and Search Form and the guidelines for search committees will apply.

All search committees should have a mix of appropriate diversity. The search committee membership includes three (3) to seven (7) members and must be approved by ODI. If any changes are proposed in the membership of a search committee after the recruitment process has begun, those changes must be submitted by email to ODI for review and approval and to HR for access to Interview Exchange. Search committees may include external members. They can vote and be part of the diversity requirement.
Once a position is posted, if a manager/search committee is appointed and approved by ODI, Interview Exchange will send an email giving access to the system to all committee members and the recruitment coordinator, if so indicated on the Position Recruitment and Search Form.  The recruitment coordinator will not receive access until the full search committee receives access.  If there is no search committee appointed, Interview Exchange similarly provides access for the hiring manager.  

STEP 4:  REVIEW APPLICANTS, IDENTIFY INTERVIEWEES, AND PREPARE INTERVIEW QUESTIONS (CSU)
The entire applicant pool must be considered until the closing date. The hiring manager/search committee may consider only those applicants who meet the minimum qualifications as identified in the job description.

Article 19 of the CSU contract states: “hiring managers will conduct interviews with qualified internal applicants prior to interviewing external candidates.” Hiring managers/search committees are encouraged to recognize and promote valued employees at the university. 

Upon completion of the posting period, HR will identify all minimally qualified internal candidates (see “Definitions”) and notify the hiring manager/search committee of the internal candidates that must be interviewed. If no internal candidates are selected to move on to the next round of interviews, the hiring manager/search committee notifies HR via email for approval to consider external candidates. HR will review the identified external candidates to ensure that they meet the minimum qualifications of the position as outlined in the job description and posting.

After HR has given approval, the list of external candidates must be sent to ODI, who will review/approve the first round applicant pool for diversity, within 3-5 business days.  

ODI then notifies the recruitment coordinator of ODI and HR approval, within 3-5 business days.  

Subsequent rounds of interviews (except for interviews of finalists) do not need ODI or HR approval. 

Hiring manager/search committee must document reasons for selection and non-selection in Interview Exchange.  HR is available to train users on this process.  

Interview questions must be reviewed by ODI to ensure that the questions are not directed toward eliciting information prohibited by law. Sample interview questions, including authorized and unauthorized questions, are on ODI’s web site at http://www.umb.edu/odi/search. ODI will approve, or request further information, within 3-5 business days of its receipt of the proposed interview questions. The interview questions and interview pool must be approved before any interviews are conducted.

STEP 5: CONDUCT INTERVIEWS AND SELECT SUCCESSFUL CANDIDATE (CSU)
Initial and Subsequent Round(s) of Interviews:
After receiving approval of the interview questions and first round of external interviewees, the hiring manager, or designee, is responsible for contacting candidates and scheduling appointments for interviews. 

Interviews should be conducted in the same method for all candidates (e.g.: in person, by Skype, or by phone). Requests for alternative methods for the interview must be accommodated.  Any travel expenses that may be incurred during the recruitment process must receive prior approval from the Dean/Department Head and follow the Business Expense Policy guidelines. Additional information on the policy available at https://www.umb.edu/administration_finance/controller/policies. 
During all interviews, applicants must be asked identical questions, and every attempt must be made to treat all candidates equitably by asking the questions approved by ODI. Although different questions may become necessary as an interview progresses, interviewers should elicit equivalent information in every area identified as critical to the position. The interview process requires careful planning to ensure that the questions are not directed toward eliciting information prohibited by law.
Interviews of Finalists:
After the hiring manager/search committee completes all interviews and selects the final round of applicants for interviews, the recruitment coordinator submits, via email, the list of final applicants to ODI who will approve the list of final applicants or request further information, within 3-5 business days of receipt for approval.  The list must be approved before any final interviews begin. 

The hiring manager interviews the approved finalists, checks references and documents the responses, and selects the successful candidate(s) for the vice chancellor’s approval. Telephone reference checks, which enable the hiring manager to secure specific information about the applicant, are required. It is recommended that there be a minimum of three (3) references, at least one of which is a work reference. A sample reference check guide available at: http://www.umb.edu/hr/forms_instructions. All notes related to the reference calls must be included in the hiring department’s recruitment file.
Failed Searches:
If the applicant pool has not been considered diverse and/or representative of what would be expected for a particular position, or if qualified candidates have not been found, the department and/or ODI can deem a search failed. In the event that the department deems the search failed, the recruitment coordinator notifies HR and ODI and completes the Failed Search Form (available at http://www.umb.edu/odi/search). ODI will forward the form to HR, who will then email the recruitment coordinator to discuss next steps in the process, including amending the job description and/or expanding recruitment efforts.
Preparing to Notify the Successful Candidate: 
The provost or the appropriate vice chancellor has final approval of the choice of the successful candidate. However, before an offer of employment can be made, the following steps must be completed:

· the ODI Hiring Report and the ODI Data Selection Form (see below) must be completed and submitted to ODI for review and approval , and 

· the recruitment coordinator must receive an email from HR authorizing a verbal offer of employment. 

The ODI Hiring Report allows the hiring department to identify the candidate selected for appointment. ODI confirms the candidate for the position and HR confirms the bi-weekly salary. All forms must have original signatures.

The ODI Data Selection Form allows the recruiting department to describe the reasons for selection and non-selection of those candidates who were interviewed in the finalist pool. These reasons must be specific, directly relevant to the position being filled, skills-based, and clearly related to the job description. The reasons will be reviewed by ODI, and the recruitment coordinator will be notified if there are specific concerns about the justifications for non-selection. ODI will review the resumes on Interview Exchange and so resumes do not need to be attached to this form. Candidates who are qualified, if not the most qualified, can still be considered in the future. ODI will review the resumes on Interview Exchange. 

After ODI completes its review of the selected candidate and finalists and approves the hiring forms within 3 business days, the approved paperwork for all staff is forwarded to HR for final review and approval; HR reviews and verifies the bi-weekly salary. Classified bi-weekly salaries are non-negotiable.
HR will email the recruitment coordinator within 3 business days of receipt from ODI if the department can proceed with the verbal offer of employment or if there are issues to resolve. 
STEP 6:  NOTIFY THE SUCCESSFUL CANDIDATE (CSU)
Making the Offer:
The hiring manager can now:
· verbally offer the successful candidate the salary approved by HR. External candidates must be offered bi-weekly salaries in accordance with Article 17, Section 6 of  the collective bargaining agreement. Internal candidates maintain their current step.     

· verbally negotiate or confirm the start date (at least two weeks in the future). 

If the offer is turned down or terms cannot be met, the hiring manager consults with HR prior to making an offer to another candidate. This will require repeating processes and completing paperwork described in Step 5 (i.e., ODI Hiring Report and Data Selection Form). 

When the Verbal Offer Is Accepted:
The hiring manager emails HR that the candidate has verbally accepted the position and advises HR of the start date. HR recommends the official start date be at least two (2) weeks from the date the offer was extended and accepted.

Within 3 business days of receipt of the email, HR prepares the official offer of employment letter and sends it via email and mail, along with the Mandatory Benefits Orientation Notice, Background Check Acknowledgment Form and pre-employment paperwork (http://www.umb.edu/hr/forms_instructions), with a copy to the hiring manager and the recruitment coordinator, to the selected candidate and requests that: 
· the offer letter be signed and returned to HR, and

· the Mandatory Benefits Orientation Notice be signed and returned to HR, and

· the Background Check Acknowledgment Form be signed and returned to HR, and

· the pre-employment paperwork be signed and returned to HR.  
The offer letter, Mandatory Benefits Orientation Notice and Background Check Acknowledgment Form must be returned to HR within 2 weeks of the issued date of the offer letter, or the offer may be rescinded.  Human Resources will reach out to the candidate and recruitment coordinator if the paperwork has not been timely received.  

When HR receives the signed offer letter:

· HR begins the background check, and 

· HR notifies all non-selected staff applicants through Interview Exchange that the position has been filled.

All offers of employment are conditional pending a successful background check and receipt of documentation authorizing the candidate to legally work in the United States.
STEP 7: COMPLETE electronic Personnel Action Form (ePAF) (CSU)
In order for the university to be ready for and efficiently welcome the employee, the hiring department must complete the ePAF, and the Employee Entrance Form and submit to Human Resources at least two weeks before the start date.  

The ePAF must be completed by the department and forwarded through the signature approval process to HR, once the department receives a copy of the official offer letter (HR will cc both the Hiring Manager and Recruitment Coordinator on the official offer letter).  This will ensure that the new hire receives his or her Employee ID number before the first day of work.  

The hiring manager should send a welcome letter to the incoming employee confirming the start date and providing any other information about the job and department that may be important and helpful.

The Employee Entrance Form helps the university prepare for new and transferring employees with office, workstation, communications and other workplace requirements. This form, available on the HR website, is submitted online at least two weeks prior to the new employees start date.  
STEP 8: PROCESS THE ePAF (CSU)
HR processes accurate and complete ePAF within 5 business days of receipt in HR, assuming that the ePAF is reviewed and approved by other authorities after leaving the department and before arriving at HR. The Employee ID number will appear the next day on a Summit Report, or the same day in PeopleSoft.

STEP 9: COMPLETE THE I-9 FORM (CSU)
In order to be employed in the United States, the prospective employee and the University must complete the U.S. Citizenship and Immigration Services (USCIS) Form I-9. Once the position has been accepted, this can be done at any time through the first three days of employment. The employee will be terminated after three (3) days if the Form I-9 has not been completed and submitted to HR.

The prospective employee must provide proper documentation to HR (Quinn Administration Building, 3rd Floor, Room 3/076) any time after the offer has been made up to the third day of employment and HR will verify and complete the I-9.  Only after this form is completed to HR’s satisfaction may the employee be put on the payroll system. 

For some applicants, achieving eligibility to work in the United States may take additional steps. All U.S. citizens and permanent resident aliens (holders of Alien Registration Receipt Cards, also known as “green cards”) are authorized to work without restrictions in the United States. Non-resident aliens, on the other hand, may work in the United States only if they possess an appropriate visa. Not all visas allow the holder to work, and those that do generally place limits on the circumstances under which holders can work and the positions they can accept. Without legal authorization, it is illegal for the prospective employee who is a non-resident alien to begin, or to be paid for, work at the university.

When a hiring department wishes to hire a non-resident alien, it is that department’s responsibility to contact HR for assistance in arranging the university’s sponsorship of the candidate for employment. Since the employee cannot be paid for any work performed before approval of the visa application, hiring departments should contact HR as soon as it is known that the candidate will need an appropriate visa. It may be desirable for this process to begin several months in advance of the intended hiring date. HR will cover all fees for sponsoring the employee. 

STEP 10: MAINTAINING THE RECRUITMENT FILE (CSU)
All interview notes, notes on resumes, applications, cover letters, and interview ranking sheet, references, and any other paperwork generated as a result of the process for all applicants must be retained in the hiring department’s recruitment file. All correspondence sent and/or received, regardless of relevance, must be included. If correspondence was conducted using a non-university email address, all such correspondence must also be maintained. Confidentiality about the applicants and their reference materials must be maintained even after the search has been completed or deemed a failed search. All recruitment files must be forwarded by the recruitment coordinator to the hiring department for retention in the department for three (3) years until HR calls for the records.
SECTION B: Professional Staff Union (PSU) Positions 
STEP 1:  CONFIRM NEED FOR THE POSITION AND SECURE APPROVED FUNDS 

In determining the need for a new position, the recruiting department should consider alignment with UMass Boston’s Strategic Plan. Before the recruitment process begins, approved estimated funding to fill either a vacancy or a new position must be identified and secured. The source of funds must be either the department’s annual chancellor-approved budget or an authorized grant.

· All chancellor-approved budget positions have a Position Number which denotes budget authorization. If the department does not have a Position Number, contact OBFP.

· Grant funded positions have a Position Number which denotes grant authorization. 

After ORSP and other offices have approved the position on the Position Recruitment and Search Form, Human Resources will assign a Position Number.
At this point, the department should notify ODI and ask for assistance in brainstorming the best outreach mechanisms for identifying potential diverse applicants.

Due to the nature and timing of grant awards, Step 1 and 2 may be done simultaneously for grant positions only.

STEP 2:  CONFIRM JOB DESCRIPTION AND SALARY RANGE (PSU)
The job description is used to classify the position, outline key responsibilities, and develop salary parameters. It includes a general summary of the position, examples of duties, minimum qualifications, and supervision received and (if applicable) exercised. An accurate job description establishes a clear set of shared expectations for job performance. Job descriptions that have been evaluated in the past 24 months do not need to be reevaluated if there is no change. 

Using the Job Description Form available at http://www.umb.edu/hr/forms_instructions the department should submit a complete description to the Staffing and Compensation Manager in HR, who will evaluate the job description. Guidance in writing a complete job description is available from HR. 

The job description enables HR to establish the grade and associated salary range that is appropriate for the duties being performed. Once completed, the job description is used as a basis for advertising and recruitment of the position.
HR will respond to the department via email within 10 business days of receipt of the job description with either:

· a request for more information, in the instance of an incomplete or unclear job description; or

· an email, copied to the vice chancellor, dean, and department head, detailing the approved grade and salary range.

If the approved funding is insufficient for the approved salary range, the department should review needs and seek approval for increased funding and/or a revised job description through the appropriate process.
Departments are expected to finalize and obtain approvals for the position, funding, and job description before proceeding to Step 3.

STEP 3:  START THE RECRUITMENT PROCESS (PSU)
The recruiting department head should first appoint a recruitment coordinator who will serve as the liaison to HR and ODI throughout the recruitment and hiring process for the position. It is the intent that this is the one person who will interact with ODI and HR to streamline more effective communication regarding status of the search process.

Position Recruitment and Search Form

The recruitment coordinator starts the recruitment process by completing the Position Recruitment and Search Form, available at http://www.umb.edu/hr/forms_instructions. This form ensures that the university is following best hiring practices, adheres to contractual obligations or provisions, obtains budget authorization (Position Number), observes affirmative action guidelines and policies, and ensures that there is appropriate work space for the employee. The form also allows the recruiting department to identify search committee members and to outline the recruitment strategy for the position. If asked, HR and ODI will work directly with the department to help develop a recruitment strategy. 

The Position Recruitment and Search Form requires signatures of individuals involved in hiring and budget decisions at the university. The signatures required will depend on the nature of the position(s) and the department or unit initiating the hiring. Signatures of the following officials will or may be required:

· the head of the hiring department;

· the dean (where applicable);

· the vice chancellor or provost;

· the chancellor (where applicable).

After the appropriate signatures are obtained:

· The Position Recruitment and Search Form is submitted by the appropriate vice chancellor’s office for review to OBFP, if the position is state- or trust-funded, or to ORSP if the position is grant-funded. If there is a funding issue, OBFP or ORSP will inform the recruitment coordinator;

· OBFP or ORSP forwards the form to ODI within 3 business days of receipt for review;

· ODI reviews the form and approves for a mix of appropriate diversity in the search committee, if indicated, and within 3-5 business days of receipt forwards the form to HR for posting. ODI emails the recruitment coordinator with the approved search committee and a courtesy copy of a description of the interview and hiring processes;  

· HR posts the position on Interview Exchange within 3-5 business days of receipt and sends an email to the recruitment coordinator that the position has been posted. The hiring manager and/or approved full search committee will receive an email from Interview Exchange with access to the posting once the internal candidate pool has been reviewed.
Posting Requirements

Posting on Interview Exchange is required for a minimum of (seven) 7 business days, in keeping with the PSU collective bargaining agreement, Section 14.4. 
During the first seven (7) days of the posting only internal applicants can apply (see “Definitions”).
To increase the chances of a diverse pool of candidates, HR and ODI strongly recommend external posting or advertising (for example, on job boards and websites or in publications). External posting requests must be indicated on the Position Recruitment and Search Form. HR is affiliated with an approved University of Massachusetts advertising agency, which works with HR on all external advertising placements and can help to identify the best advertising methods for each position. HR automatically posts on:

•
UMB.EDU/HR (Interview Exchange)

•
HigherEdJobs.com

•
InsideHigherEd.com

•
HigherEdResourcesConsortium.com (HERC.com)
Additional external advertising will be placed and paid for in the amount available from HR; any additional cost is the responsibility of the hiring department. The department must supply the correct budgetary speed type number for the additional charges on the Position Recruitment and Search Form before an external advertisement is placed. It is recommended that the posting deadline on Interview Exchange be in sync with any deadlines given in external advertising. 
ODI also has affiliations with external sites that target diverse faculty and staff. It is strongly recommended that departments reach out to ODI at this stage, if they have not already done so.
Search Committee:
For Any Vacancy At or Below Grade 28: The appointing authority determines whether a search committee will be appointed. If a committee is appointed, the rules for PSU vacancies at or above Grade 29 will apply. If not, the hiring manager should assume the role that would be handled by the search committee chair. 

For Any Vacancy at or Above Grade 29: A search committee is required, and must include at least one PSU bargaining unit member. The hiring manager may not serve on the search committee, except under unusual circumstances (please see Section 14.4, “Filling of Bargaining Unit Vacancies,” of the PSU contract).
All search committees should have a mix of appropriate diversity. The search committee membership includes three (3) to seven (7) members, one of whom must be a PSU member, and must be approved by ODI. If any changes are proposed in the membership of a search committee after the recruitment process has begun, those changes must be submitted by email to ODI for review and approval and to HR for access to Interview Exchange. Human Resources will notify the union within 10 (ten) days of the appointment of a bargaining unit member to the search committee. Search committees may include external members who may vote and satisfy diversity requirement.
STEP 4:  REVIEW APPLICANTS, IDENTIFY INTERVIEWEES, AND PREPARE INTERVIEW QUESTIONS (PSU)
The entire applicant pool must be considered until the closing date. The hiring manager/search committee may consider only those applicants who meet the minimum qualifications as identified in the job description. Hiring managers are encouraged to review Article 14 of the PSU contract before beginning the search process.
Once a position is posted and as well as a full search committee has been approved by ODI, Interview Exchange will send an email giving access to the system once the internal applicant pool has been reviewed to all committee members and the recruitment coordinator, if so indicated on the Position Recruitment and Search Form.  The recruitment coordinator will not receive access until the full search committee receives access.  If there is no search committee appointed, Interview Exchange similarly provides access for the hiring manager.  

After the first seven (7) business days of the posting period, only applicants who meet the minimum qualifications from the PSU will be considered (see “Definitions”). 

Article 14 of the PSU contract indicates that upon completion of the posting period, HR will evaluate the pool of internal candidates to determine whether its composition is sufficient for the search to proceed. A pool shall be considered sufficient if it:  1.) contains at least as many applicants who meet the posted qualifications as the number of finalists requested by the department or unit head, normally three and never more than five; and 2.) meets Affirmative Action guidelines as determined by the Office of Diversity and Inclusion. The contract can be found on the HR web site at www.umb.edu/hr. 

If HR deems the pool as sufficient, HR will identify all minimally qualified internal candidates and forward the names to ODI for review and approval as to whether or not the internal pool meets Affirmative Action guidelines as determined by ODI. If the internal candidates are approved, HR will notify the search committee (or the hiring manager if there is no search committee) via email of the internal candidates that must be interviewed. 

If no internal candidates are selected to move on to the next round of interviews, or if HR and ODI deem the internal pool as not sufficient, HR will inform the search committee via email that they may review and consider external candidates. The search committee then submits a list of external candidates to HR and ODI. HR will review the identified external candidates to ensure that they meet the minimum qualifications of the position as outlined in the job description and posting.

After HR has given approval, the list of external candidates must be sent to ODI, who will review/approve the first round applicant pool for diversity, within 3-5 business days.  

ODI then notifies the recruitment coordinator of ODI and HR approval, within 3-5 business days.  Subsequent rounds of interviews (except for interviews of finalists) do not need ODI or HR approval. 

Hiring manager/search committee members must document reasons for selection and non-selection in Interview Exchange. HR is available to train users on this process.  

Interview questions must be reviewed by ODI to ensure that the questions are not directed toward eliciting information prohibited by law. Sample interview questions, including authorized and unauthorized questions, are on ODI’s web site at http://www.umb.edu/odi/search.  ODI must also review diversity within the interview pool to assess the effectiveness of outreach efforts. ODI will approve, or request further information, within 3-5 business days of its receipt of the proposed interview questions and list of proposed interviewees. The interview questions and interview pool must be approved before any interviews are conducted.
STEP 5: CONDUCT INTERVIEWS AND SELECT SUCCESSFUL CANDIDATE (PSU)
Initial Round(s) of Interviews:
After receiving approval of the interview questions and first round of external interviewees, the hiring manager/designee or search committee chair/designee, is responsible for contacting candidates and scheduling appointments for interviews. 

Interviews should be conducted in the same method for all candidates (e.g.: in person, by Skype, or by phone). Requests for alternative methods for the interview must be accommodated. Any travel expenses that may be incurred during the recruitment process must receive prior approval from the Dean/Department Head and follow the Business Expense Policy guidelines. Additional information on the policy available at https://www.umb.edu/administration_finance/controller/policies. 

During all interviews, applicants must be asked identical questions, and every attempt must be made to treat all candidates equitably by asking the questions approved by ODI. Although different questions may become necessary as an interview progresses, interviewers should elicit equivalent information in every area identified as critical to the position. The interview process requires careful planning to ensure that the questions are not directed toward eliciting information prohibited by law.

Interviews of Finalists:
After the search committee completes all interviews and selects the final round of applicants for interviews with the hiring manager, the recruitment coordinator submits via email the list of final applicants to ODI who will approve the list of final applicants or request further information, within 3-5 business days of receipt for approval.  The list must be approved before any final interviews begin. 

The hiring manager interviews the approved finalists, checks references and documents the responses, and selects the successful candidate(s) for the vice chancellor’s approval. Telephone reference checks, which enable the hiring manager to secure specific information about the applicant, are required. It is recommended that there be a minimum of three (3) references, at least one of which is a work reference. A sample reference check guide available at: http://www.umb.edu/hr/forms_instructions. All notes related to the reference calls must be included in the hiring department’s recruitment file.

Failed Searches: 
If the applicant pool has not been considered diverse and/or representative of what would be expected for a particular position, or if qualified candidates have not been found, the department and/or ODI can deem a search failed. In the event that the department deems the search failed, the recruitment coordinator notifies HR and ODI and completes the Failed Search Form (available at http://www.umb.edu/odi/search). ODI will forward the form to HR, who will then email the recruitment coordinator to discuss next steps in the process, including amending the job description and/or expanding recruitment efforts.

Preparing to Notify the Successful Candidate: 

The provost or the appropriate vice chancellor has final approval of the choice of the successful candidate. However, before an offer of employment can be made, the following steps must be completed:

· the ODI Hiring Report and the ODI Data Selection Form (see below) must be completed and submitted to ODI for review and approval , and 

· the recruitment coordinator must receive an email from HR authorizing a verbal offer of employment. 

The ODI Hiring Report allows the hiring department to identify the candidate selected for appointment. ODI confirms the candidate for the position and HR confirms the bi-weekly salary. All forms must have original signatures.

The ODI Data Selection Form allows the recruiting department to describe the reasons for selection and non-selection of those candidates who were interviewed in the finalist pool. These reasons must be specific, directly relevant to the position being filled, skills-based, and clearly related to the job description. The reasons will be reviewed by ODI, and the recruitment coordinator will be notified if there are specific concerns about the justifications for non-selection. ODI will review the resumes on Interview Exchange and so resumes do not need to be attached to this form. Candidates who are qualified, if not the most qualified, can still be considered in the future. ODI will review the resumes on Interview Exchange. 

After ODI completes its review of the selected candidate and finalists and approves the hiring forms within 3 business days, the approved paperwork for all staff is forwarded to HR for final review and approval; HR reviews and verifies the annual salary. 

HR will email the recruitment coordinator within 3 business days of receipt from ODI if the department can proceed with the verbal offer of employment or if there are issues to resolve. 

STEP 6:  NOTIFY THE SUCCESSFUL CANDIDATE (PSU)
Making the Offer

The hiring manager can now:
· verbally offer the successful candidate the salary approved by HR;
· verbally negotiate or confirm the start date 

If the offer is turned down or terms cannot be met, the hiring manager consults with HR prior to making an offer to another candidate. This will require repeating processes and completing paperwork described in Step 5 (i.e., ODI Hiring Report and Data Selection Form). 

When the Verbal Offer Is Accepted:
The hiring manager emails HR that the candidate has verbally accepted the position and salary and advises HR of the start date. HR recommends the official start date be at least two (2) weeks from the date the offer was extended and accepted. Within 3 business days of receipt of the email, HR prepares the official offer of employment letter and sends it via email and mail, along with the Mandatory Benefits Orientation Notice, Background Check Acknowledgment Form and pre-employment paperwork (http://www.umb.edu/forms_instructions), with a copy to the hiring manager and the recruitment coordinator, to the selected candidate and requests that:
· the offer letter be signed and returned to HR, and
· the Mandatory Benefits Orientation Notice be signed and returned to HR, and 

· the Background Check Acknowledgment Form be signed and returned to HR, and 

· the pre-employment paperwork be signed and returned to HR.

The offer letter, Mandatory Benefits Orientation Notice and Background Check Acknowledgment Form must be returned to HR within 2 weeks of the issued date of the offer letter, or the offer may be rescinded.  Human Resources will reach out to the candidate and recruitment coordinator if the paperwork has not been timely received.  
When HR receives the signed offer letter:

· HR begins the background check, and 

· HR notifies all non-selected staff applicants through Interview Exchange that the position has been filled.

All offers of employment are conditional pending a successful background check and receipt of documentation authorizing the candidate to legally work in the United States.
STEP 7: COMPLETE ePAF (PSU)
In order for the university to be ready for and efficiently welcome the employee, the hiring department must complete the electronic Personnel Action Form (ePAF), and the Employee Entrance Form and submit to Human Resources at least two weeks before the start date.  

The ePAF/ must be completed by the department and forwarded through the signature approval process to HR, once the department receives a copy of the official offer letter (HR will cc both the Hiring Manager and Recruitment Coordinator on the official offer letter).  This will ensure that the new hire receives his or her Employee ID number before the first day of work.  

The hiring manager should send a welcome letter to the incoming employee confirming the start date and providing any other information about the job and department that may be important and helpful.

The Employee Entrance Form helps the university prepare for new and transferring employees with office, workstation, communications and other workplace requirements. This form, available on the HR website, is submitted online at least two weeks prior to the new employees start date.  
STEP 8: PROCESS THE ePAF (PSU)
HR processes accurate and complete the ePAF within 5 business days of receipt in HR (assuming that the PA is reviewed and approved by other authorities after leaving the department and before arriving at HR). The employee ID number will appear next day on a Summit Report, or the same day in PeopleSoft.

STEP 9: COMPLETE THE I-9 FORM (PSU)
In order to be employed in the United States, the prospective employee and the University must complete the U.S. Citizenship and Immigration Services (USCIS) Form I-9. Once the position has been accepted, this can be done at any time through the first three days of employment. The employee will be terminated after three (3) days if the Form I-9 has not been completed and submitted to HR.

The prospective employee must provide proper documentation to HR (Quinn Administration Building, 3rd Floor, Room 3/076) any time after the offer has been made up to the third day of employment and HR will verify and complete the I-9.  Only after this form is completed to HR’s satisfaction may the employee be put on the payroll system. 

For some applicants, achieving eligibility to work in the United States may take additional steps. All U.S. citizens and permanent resident aliens (holders of Alien Registration Receipt Cards, also known as “green cards”) are authorized to work without restrictions in the United States. Non-resident aliens, on the other hand, may work in the United States only if they possess an appropriate visa. Not all visas allow the holder to work, and those that do generally place limits on the circumstances under which holders can work and the positions they can accept. Without legal authorization, it is illegal for the prospective employee who is a non-resident alien to begin, or to be paid for, work at the university.

When a hiring department wishes to hire a non-resident alien, it is that department’s responsibility to contact HR for assistance in arranging the university’s sponsorship of the candidate for employment. Since the employee cannot be paid for any work performed before approval of the visa application, hiring departments should contact HR as soon as it is known that the candidate will need an appropriate visa. It may be desirable for this process to begin several months in advance of the intended hiring date. HR will cover all fees for sponsoring the employee. 

STEP 10: MAINTAINING THE RECRUITMENT FILE (PSU)
All interview notes, notes on resumes, applications, cover letters, and interview ranking sheet, references, and any other paperwork generated as a result of the process for all applicants must be retained in the hiring department’s recruitment file. All correspondence sent and/or received, regardless of relevance, must be included. If correspondence was conducted using a non-university email address, all such correspondence must also be maintained. Confidentiality about the applicants and their reference materials must be maintained even after the search has been completed or deemed a failed search. All recruitment files must be forwarded by the recruitment coordinator to the hiring department for retention in the department for three (3) years until HR calls for the records.
SECTION C: Non-Unit Positions

STEP 1:  CONFIRM NEED FOR THE POSITION AND SECURE APPROVED FUNDS 

In determining the need for a new position, the recruiting department should consider alignment with UMass Boston’s Strategic Plan. Before the recruitment process begins, approved estimated funding to fill either a vacancy or a new position must be identified and secured.  The source of funds must be either the department’s annual chancellor-approved budget or an authorized grant.

· All chancellor-approved budget positions have a Position Number which denotes budget authorization. If the department does not have a Position Number, contact OBFP.

· Grant funded positions have a Position Number which denotes grant authorization. After ORSP and other offices have approved the position on the Position Recruitment and Search Form, Human Resources will assign a Position Number. 

At this point, the department should notify ODI and ask for assistance in brainstorming the best outreach mechanisms for identifying potential diverse applicants.

Due to the nature and timing of grant awards, Step 1 and 2 may be done simultaneously for grant positions only.

STEP 2:  CONFIRM JOB DESCRIPTION AND SALARY RANGE (Non-Unit)
The job description is used to classify the position, outline key responsibilities, and develop salary parameters. It includes a general summary of the position, examples of duties, minimum qualifications, and supervision received and (if applicable) exercised. An accurate job description establishes a clear set of shared expectations for job performance. Job descriptions that have been evaluated in the past 24 months do not need to be reevaluated if there is no change. 

Using the Job Description Form available at http://www.umb.edu/hr/forms_instructions the department should submit a complete description to the Staffing and Compensation Manager in HR, who will evaluate the job description. Guidance in writing a complete job description is available from HR. 
The job description enables HR to establish the associated salary range that is appropriate for the duties being performed; it will also provide needed information for adjusting advertising text, when necessary. 

Non unit Classified positions follow the bi-weekly salary chart and job description formats as Classified Staff Union positions. 
The President’s Office must approve, in advance, any initial or changed salary that exceeds $100,000.00 for both academic and administrative positions (BoT). The approval must be obtained by HR before the position can be posted.

HR will respond to the department via email within 10 business days of receipt of the job description with either:

· a request for more information, in the instance of an incomplete or unclear job description; or

· an email, copied to the vice chancellor, dean, and department head, detailing the approved salary range. 
If the approved funding is insufficient for the approved salary range, the department should review needs and seek approval for increased funding and/or a revised job description through the appropriate process.
Departments are expected to finalize and obtain approvals for the position, funding, and job description before proceeding to Step 3.

STEP 3:  START THE RECRUITMENT PROCESS (Non-Unit)
The recruiting department head should first appoint a recruitment coordinator who will serve as the liaison to HR and ODI throughout the recruitment and hiring process for the position. It is the intent that this is the one person who will interact with ODI and HR to streamline more effective communication regarding status of the search process.

Position Recruitment and Search Form

The recruitment coordinator starts the recruitment process by completing the Position Recruitment and Search Form, available at http://www.umb.edu/hr/forms_instructions. This form ensures that the university is following best hiring practices, has budget authorization (Position Number) and observes affirmative action guidelines and policies. It ensures that there is appropriate work space for the employee. The form also allows the recruiting department to identify search committee members and to outline the recruitment strategy for the position. If asked, HR and ODI will work directly with the department to help develop a recruitment strategy. 

The Position Recruitment and Search Form requires signatures of individuals involved in hiring and budget decisions at the university. Which signatures are required will depend on the nature of the position(s) and the department or unit doing the hiring. Signatures of the following officials will or may be required:

· the head of the hiring department,

· the dean (where applicable);
· the vice chancellor or provost;
· the chancellor (where applicable).

After the appropriate signatures are obtained:

· The Position Recruitment and Search Form is submitted by the appropriate vice chancellor’s office for review to the Office of Budget and Financial Planning (OBFP), if the position is state- or trust-funded, or to the Office of Research and Sponsored Projects (ORSP) if the position is grant-funded. If there is a funding issue, OBFP or ORSP will inform the recruitment coordinator. Otherwise,

· OBFP or ORSP forwards the form to ODI within 3 business days of receipt for review;
· ODI reviews the form and approves for a mix of appropriate diversity in the search committee, and within 3-5 business days of receipt forwards the form to HR for posting. If the search committee is not included on the form, ODI forwards the form to HR.  ODI emails the recruitment coordinator with the approved search committee and a courtesy copy of a description of the interview and hiring processes;  

· HR posts the position on Interview Exchange within 3-5 business days of receipt and sends an email to the recruitment coordinator that the position has been posted. The hiring manager and/or approved full search committee will receive an email from Interview Exchange with access to the posting. 

Posting Requirements:
Posting on Interview Exchange is required for at least 10 business days and simultaneous external advertising is highly recommended. External search firms are currently not required to use Interview Exchange.
The President’s Office must approve, in advance, any initial or changed salary that exceeds $100,000.00 for both academic and administrative positions (BoT). The approval must be obtained by HR before the position can be posted.

To increase the chances of a diverse pool of candidates, HR and ODI strongly recommend external posting or advertising (for example, on job boards and websites or in publications). External posting requests must be indicated on the Position Recruitment and Search Form. HR is affiliated with an approved University of Massachusetts advertising agency, which works with HR on all external advertising placements and can help to identify the best advertising methods for each position. HR automatically posts on:

•
UMB.EDU/HR (Interview Exchange)

•
HigherEdJobs.com

•
InsideHigherEd.com

•
HigherEdResourcesConsortium.com (HERC.com)
Additional external advertising will be placed and paid for in the amount available from HR; any additional cost is the responsibility of the hiring department. The department must supply the correct budgetary speed type number for the additional charges on the Position Recruitment and Search Form before an external advertisement is placed. It is recommended that the posting deadline on Interview Exchange be in sync with any deadlines given in external advertising, generally 30 days.  

ODI also has affiliations with external sites that target diverse faculty and staff. It is strongly recommended that departments reach out to ODI at this stage, if they have not already done so.
Search Committee:
A search committee is not required; however, if a committee is appointed, it should be included on the Position Recruitment and Search Form and the guidelines for search committees will apply.

All search committees should have a mix of appropriate diversity. The search committee membership includes three (3) to seven (7) members and must be approved by ODI. If any changes are proposed in the membership of a search committee after the recruitment process has begun, those changes must be submitted by email to ODI for review and approval and to HR for access to Interview Exchange. Search committees may include external members who can vote and satisfy the diversity requirement.
Once a position is posted, and if there is a full search committee approved by ODI, Interview Exchange will send an email giving access to the system to all committee members and the recruitment coordinator, if so indicated on the Position Recruitment and Search Form.  The recruitment coordinator will not get access until the full Search Committee receives access.   If there is no search committee appointed, Interview Exchange similarly provides access for the hiring manager. 

STEP 4: REVIEW APPLICANTS, AND IDENTIFY INTERVIEWEES, PREPARE INTERVIEW QUESTIONS (Non-Unit)
The entire applicant pool must be considered until the closing date. The hiring manager/search committee, may consider only those applicants who meet the minimum qualifications as identified in the job description.
Upon completion of the posting period, the search committee will submit via email a list of candidates to HR and ODI.  HR will then review the identified first round candidates to ensure that they meet the minimum qualifications of the position, as outlined in the job description and job posting, within 3-5 business days.  HR will then forward to ODI the original email, along with HR approval.  ODI will then review/approve the first round applicant pool for diversity, within 3-5 business days.  ODI then notifies the recruitment coordinator of ODI and HR approval, within 3-5 business days.  

Subsequent rounds of interviews (except for interviews of finalists) do not need ODI or HR approval. 

Hiring manager/search committee must document reasons for selection and non-selection in Interview Exchange.  HR is available to train users on this process.  

Submit the interview questions and first round of interviewees to HR and ODI for approval.

Interview questions must be reviewed by ODI to ensure that the questions are not directed toward eliciting information prohibited by law. Sample interview questions, including authorized and unauthorized questions, are on ODI’s web site at http://www.umb.edu/odi/search . ODI must also review diversity within the interview pool to assess the effectiveness of outreach efforts. ODI will approve, or request further information, within 3-5 business days of its receipt of the proposed interview questions and list of proposed interviewees. The interview questions and interview pool must be approved before any interviews are conducted.
STEP 5: CONDUCT INTERVIEWS AND SELECT SUCCESSFUL CANDIDATE (Non-Unit)
Initial and Subsequent Round(s) of Interviews:
After receiving approval of the interview questions and first round of interviewees, the hiring manager/designee or search committee chair/designee is responsible for contacting candidates and scheduling appointments for interviews. 

Interviews should be conducted in the same method for all candidates (e.g.: in person, by Skype, or by phone). Requests for alternative methods for the interview must be accommodated. Any travel expenses that may be incurred during the recruitment process must receive prior approval from the Dean/Department Head and follow the Business Expense Policy guidelines. Additional information on the policy available at https://www.umb.edu/administration_finance/controller/policies. 

During all interviews, applicants must be asked identical questions, and every attempt must be made to treat all candidates equitably by asking the questions approved by ODI. Although different questions may become necessary as an interview progresses, interviewers should elicit equivalent information in every area identified as critical to the position. The interview process requires careful planning to ensure that the questions are not directed toward eliciting information prohibited by law.

Interviews of Finalists:

After the hiring manager/search committee completes all interviews and selects the final round of applicants for interviews, the recruitment coordinator submits, via email, the list of final applicants to ODI who will approve the list of final applicants or request further information, within 3-5 business days of receipt for approval.  The list must be approved before any final interviews begin. 

The hiring manager interviews the approved finalists, checks references and documents the responses, and selects the successful candidate(s) for the vice chancellor’s approval. Telephone reference checks, which enable the hiring manager to secure specific information about the applicant, are required. It is recommended that there be a minimum of three (3) references, at least one of which is a work reference. A sample reference check guide available at: http://www.umb.edu/hr/forms_instructions. All notes related to the reference calls must be included in the hiring department’s recruitment file.

Failed Searches:

If the applicant pool has not been considered diverse and/or representative of what would be expected for a particular position, or if qualified candidates have not been found, the department and/or ODI can deem a search failed. In the event that the department deems the search failed, the recruitment coordinator notifies HR and ODI and completes the Failed Search Form (available at http://www.umb.edu/odi/search). ODI will forward the form to HR, who will then email the recruitment coordinator to discuss next steps in the process, including amending the job description and/or expanding recruitment efforts.
Preparing to Notify the Successful Candidate: 

The provost or the appropriate vice chancellor has final approval of the choice of the successful candidate. However, before an offer of employment can be made, the following steps must be completed:

· the ODI Hiring Report and the ODI Data Selection Form (see below) must be completed and submitted to ODI for review and approval , and 

· the recruitment coordinator must receive an email from HR authorizing a verbal offer of employment. 

The ODI Hiring Report allows the hiring department to identify the candidate selected for appointment. ODI confirms the candidate for the position and HR confirms the annual or bi-weekly salary. All forms must have original signatures.

The ODI Data Selection Form allows the recruiting department to describe the reasons for selection and non-selection of those candidates who were interviewed in the finalist pool. These reasons must be specific, directly relevant to the position being filled, skills-based, and clearly related to the job description. The reasons will be reviewed by ODI, and the recruitment coordinator will be notified if there are specific concerns about the justifications for non-selection. ODI will review the resumes on Interview Exchange and so resumes do not need to be attached to this form. Candidates who are qualified, if not the most qualified, can still be considered in the future. ODI will review the resumes on Interview Exchange. 

After ODI completes its review of the selected candidate and finalists and approves the hiring forms within 3 business days, the approved paperwork is forwarded to HR for final review and approval; HR reviews and verifies the bi-weekly salary. Classified bi-weekly salaries are non-negotiable.

HR will email the recruitment coordinator within 3 business days of receipt from ODI if the department can proceed with the verbal offer of employment or if there are issues to resolve. 
STEP 6:  NOTIFY THE SUCCESSFUL CANDIDATE (Non-Unit)
Making the Offer

The hiring manager can now:
· verbally offer the successful candidate the salary approved by HR; 

· verbally negotiate or confirm the start date (at least two weeks in the future). 

If the offer is turned down or terms cannot be met, the hiring manager consults with HR prior to making an offer to another candidate. This will require repeating processes and completing paperwork described in Step 5 (i.e., ODI Hiring Report and Data Selection Form). 
When the Verbal Offer Is Accepted:

The hiring manager emails HR that the candidate has verbally accepted the position and advises HR of the start date. HR recommends the official start date be at least two (2) weeks from the date the offer was extended and accepted. Within 3 business days of receipt of the email, HR prepares the official offer of employment letter and sends it via email and mail, along with the Mandatory Benefits Orientation Notice, Background Check Acknowledgment Form and pre-employment paperwork (http://www.umb.edu/hr/forms_instructions), with a copy to the hiring manager and the recruitment coordinator,   to the selected candidate and requests that:  

· the offer letter be signed and returned to HR and
· the Mandatory Benefits Orientation Notice be signed and returned to HR, and 

· the Background Check Acknowledgment Form be signed and returned to HR, and 

· the pre-employment paperwork be signed and returned to HR.  
The offer letter, Mandatory Benefits Orientation Notice and Background Check Acknowledgment Form must be returned to HR within 2 weeks of the issued date of the offer letter, or the offer may be rescinded.  Human Resources will reach out to the candidate and recruitment coordinator if the paperwork has not been timely received.  

When HR receives the signed offer letter:

· HR begins the background check, and 

· HR notifies all non-selected staff applicants through Interview Exchange that the position has been filled.

All offers of employment are conditional pending a successful background check and receipt of documentation authorizing the candidate to legally work in the United States.

STEP 7: COMPLETE ePAF (Non-Unit)
In order for the university to be ready for and efficiently welcome the employee, the hiring department must complete the electronic Personnel Action Form (ePAF), and the Employee Entrance Form and submit to Human Resources at least two weeks before the start date.  

The ePAF must be completed by the department and forwarded through the signature approval process to HR, once the department receives a copy of the official offer letter (HR will cc both the Hiring Manager and Recruitment Coordinator on the official offer letter).  This will ensure that the new hire receives his or her Employee ID number before the first day of work.  

The hiring manager should send a welcome letter to the incoming employee confirming the start date and providing any other information about the job and department that may be important and helpful.

The Employee Entrance Form helps the university prepare for new and transferring employees with office, workstation, communications and other workplace requirements. This form, available on the HR website, is submitted online at least two weeks prior to the new employees start date.  

STEP 8: PROCESS THE PERSONNEL ACTION FORM (Non-Unit)
HR processes accurate and complete ePAF within 5 business days of receipt in HR (assuming that the PA is reviewed and approved by other authorities after leaving the department and before arriving at HR). The employee ID number will appear next day on a Summit Report, or the same day in PeopleSoft.
STEP 9: COMPLETE THE I-9 FORM (Non-Unit)
In order to be employed in the United States, the prospective employee and the University must complete the U.S. Citizenship and Immigration Services (USCIS) Form I-9. Once the position has been accepted, this can be done at any time through the first three days of employment. The employee will be terminated after three (3) days if the Form I-9 has not been completed and submitted to HR.

The prospective employee must provide proper documentation to HR (Quinn Administration Building, 3rd Floor, Room 3/076) any time after the offer has been made up to the third day of employment and HR will verify and complete the I-9.  Only after this form is completed to HR’s satisfaction may the employee be put on the payroll system.
For some applicants, achieving eligibility to work in the United States may take additional steps. All U.S. citizens and permanent resident aliens (holders of Alien Registration Receipt Cards, also known as “green cards”) are authorized to work without restrictions in the United States. Non-resident aliens, on the other hand, may work in the United States only if they possess an appropriate visa. Not all visas allow the holder to work, and those that do generally place limits on the circumstances under which holders can work and the positions they can accept. Without legal authorization, it is illegal for the prospective employee who is a non-resident alien to begin, or to be paid for, work at the university.

When a hiring department wishes to hire a non-resident alien, it is that department’s responsibility to contact HR for assistance in arranging the university’s sponsorship of the candidate for employment. Since the employee cannot be paid for any work performed before approval of the visa application, hiring departments should contact HR as soon as it is known that the candidate will need an appropriate visa. It may be desirable for this process to begin several months in advance of the intended hiring date. HR will cover all fees for sponsoring the employee. 

STEP 10: MAINTAINING THE RECRUITMENT FILE (Non-Unit)
All interview notes, notes on resumes, applications, cover letters, and interview ranking sheet, references, and any other paperwork generated as a result of the process for all applicants must be retained in the hiring department’s recruitment file. All correspondence sent and/or received, regardless of relevance, must be included. If correspondence was conducted using a non-university email address, all such correspondence must also be maintained. Confidentiality about the applicants and their reference materials must be maintained even after the search has been completed or deemed a failed search. All recruitment files must be forwarded by the recruitment coordinator to the recruiting department for retention in the department for three (3) years until HR calls for the records.
SECTION D: Faculty Positions

STEP 1:  CONFIRM NEED FOR THE POSITION AND SECURE APPROVED FUNDS 

In determining the need for a new position, the recruiting department should consider alignment with UMass Boston’s Strategic Plan. Before the recruitment process begins, approved estimated funding to fill either a vacancy or a new position must be identified and secured. The source of funds must be either the department’s annual chancellor-approved budget or an authorized grant.

· All chancellor-approved budget positions have a Position Number which denotes budget authorization. If the department does not have a Position Number, contact OBFP.

· Grant funded positions have a Position Number which denotes grant authorization. After ORSP and other offices have approved the position on the Position Recruitment and Search Form, Human Resources will assign a Position Number.
At this point, the department should notify ODI and ask for assistance in brainstorming the best outreach mechanisms for identifying potential diverse applicants.

Due to the nature and timing of grant awards, Step 1 and 2 may be done simultaneously for grant positions only.

STEP 2:  CONFIRM JOB DESCRIPTION AND SALARY RANGE (Faculty)
The dean who oversees the hiring department should submit a complete description of duties and requirements to the Provost’s Office for review and approval. The Provost’s Office will send an email to the dean approving the description and confirming the rank and salary range, or raising issues that need to be resolved, within 3 business days.
Departments are expected to finalize and obtain approvals for the position, funding, and job description before proceeding to Step 3.

STEP 3:  START THE RECRUITMENT PROCESS (Faculty)
The recruiting department head should first appoint a recruitment coordinator who will serve as the liaison to the Provost’s Office, HR and ODI throughout the recruitment and hiring process for the position. It is the intent that this is the one person who will interact with ODI and HR to streamline more effective communication regarding status of the search process.

Position Recruitment and Search Form

The recruitment coordinator starts the recruitment process by completing the Position Recruitment and Search Form, available at http://www.umb.edu/hr/forms_instructions. 
This form ensures that the university is following best hiring practices, adhering to contractual obligations or provisions, has budget authorization (Position Number) and observing affirmative action guidelines and policies. It ensures that there is appropriate work space for the employee. It also allows the recruiting department to identify search committee members and to outline the recruitment strategy for the position. If asked, HR and ODI will work directly with the department to help develop a recruitment strategy. 

The Position Recruitment and Search Form requires signatures of individuals involved in hiring and budget decisions at the university. Which signatures are required will depend on the nature of the position(s) and the department or unit doing the hiring. Signatures of the following officials will or may be required:
· the head of the hiring department,

· the dean, 
· the provost.
After the appropriate signatures are obtained:
· The Position Recruitment and Search Form is submitted by the appropriate vice chancellor’s office for review to the Office of Budget and Financial Planning (OBFP), if the position is state- or trust-funded, or to the Office of Research and Sponsored Projects (ORSP) if the position is grant-funded. If there is a funding issue, OBFP or ORSP will inform the recruitment coordinator. Otherwise,

· OBFP or ORSP forwards the form to ODI within 3 business days of receipt for review.

· ODI reviews the form and approves for a mix of appropriate diversity in the search committee and within 3-5 business days of receipt forwards the form to HR for posting. If the search committee is not included on the form, ODI forwards the form to HR.  ODI emails the recruitment coordinator with the approved search committee and a courtesy copy of a description of the interview and hiring processes.  

· HR posts the position on Interview Exchange within 3-5 business days of receipt and sends an email to the recruitment coordinator that the position has been posted. The search committee (if search committee is approved) will receive an email from Interview Exchange with access to the posting. 

Posting Requirements

Posting on Interview Exchange is required for at least 10 business days but normally remain posted until they are filled. Faculty positions are typically advertised by HR in various websites, journals, or professional publications recommended by the hiring unit. Contact the Provost’s Office for more information. ODI also has affiliations with sites and organizations focused on recruiting diverse faculty. Advertising placement requests are approved by the Provost’s Office and costs are paid from Provost’s Office funds unless otherwise negotiated with that office.

External search firms are currently not required to use Interview Exchange.
External posting requests must be indicated on the Position Recruitment and Search Form. HR is affiliated with an approved University of Massachusetts advertising agency, which works with HR on all external advertising placements and can help to identify the best advertising methods for each position. HR automatically posts on:

•
UMB.EDU/HR (Interview Exchange)

•
HigherEdJobs.com

•
InsideHigherEd.com

•
HigherEdResourcesConsortium.com (HERC.com)
Search Committee

A search committee is required, but beyond requiring at least three members, the specifics of its membership are not prescribed by Academic Affairs. Sometimes a search committee for a faculty position is made up of the members of the Department Personnel Committee (DPC) or, in the case of a very small department, the DPC and other interested or appropriate members of the college or university. 
All search committees should have a mix of appropriate diversity. The search committee membership must be approved by ODI. If any changes are proposed in the membership of a search committee after the recruitment process has begun, those changes must be submitted by email to ODI for review and approval and to HR for access to Interview Exchange. Search committees may include external members who can vote and satisfy the diversity requirement.

STEP 4: REVIEW APPLICANTS, IDENTIFY INTERVIEWEES, AND PREPARE INTERVIEW QUESTIONS (Faculty)
Once a position is posted, and if there is a full search committee approved by ODI, Interview Exchange will send an email giving access to the system to all committee members and the recruitment coordinator, if so indicated on the Position Recruitment and Search Form.  The recruitment coordinator will not receive access until the full search committee receives access.  If there is no search committee appointed, Interview Exchange similarly provides access for the hiring manager.
The committee narrows the pool of applicants and submits its recommendations for initial interviews or pre-screening contacts to the dean, who approves or requests further information. Upon approval, the dean submits the recommendations to the Provost’s Office for review. For these purposes, the recruitment coordinator should use an email including the applicant log or a report extracted from Interview Exchange. The list of proposed interviewees should include information about each candidate’s qualifications (such as source and date of doctorate, and current and past university employment) and the committee’s initial evaluation of the candidate. The email should also describe the criteria that were used to narrow the pool. The Provost’s Office approves the interview pool or requests further information. Upon approval, the information is sent to ODI for review and approval. ODI will inform the Provost Office of its approval who will then notify the recruitment coordinator. The Provost’s Office reviews all subsequent rounds of interviews.

Search committee members must document reasons for selection and non-selection in Interview Exchange.  HR is available to train users on this process.  
Interview questions must be reviewed by ODI to ensure that the questions are not directed toward eliciting information prohibited by law. Sample interview questions, including authorized and unauthorized questions, are on ODI’s web site at http://www.umb.edu/odi/search. ODI must also review diversity within the interview pool to assess the effectiveness of outreach efforts. ODI will approve, or request further information, within 3-5 business days of its receipt of the proposed interview questions and list of proposed interviewees. The interview questions and interview pool must be approved before any interviews are conducted.

STEP 5: CONDUCT INTERVIEWS AND SELECT SUCCESSFUL CANDIDATE (Faculty)
Initial Round(s) of Interviews

Once the search committee chair receives approval of the interview questions and first round of interviewees, the chair or designee is responsible for contacting candidates and scheduling appointments for interviews. 

Interviews should be conducted in the same method for all candidates (e.g.: in person, by Skype, or by phone). Requests for alternative methods for the interview must be accommodated. Any travel expenses that may be incurred during the recruitment process must receive prior approval from the Dean/Department Head and follow the Business Expense Policy guidelines. Additional information on the policy available at https://www.umb.edu/administration_finance/controller/policies. 

During all interviews, applicants must be asked identical questions, and every attempt must be made to treat all candidates equitably by asking the questions approved by ODI. Although different questions may become necessary as an interview progresses, interviewers should elicit equivalent information in every area identified as critical to the position. The interview process requires careful planning to ensure that the questions are not directed toward eliciting information prohibited by law.

Interviews of Finalists

After the search committee conducts the initial screening or round(s) of interviews, they recommend the finalists for on-campus interviews to the dean, who approves or requests further information. Upon approval, the dean submits the list to the Provost’s Office. The recommendations should include a sentence or two for each finalist explaining why the committee is recommending that finalist. The Provost’s Office responds to the dean within 3 business days regarding approval or the need for further information. The Provost’s Office will also confirm whether the provost should be included in the on-campus interview schedule. 

Reference letters are required; these, plus all notes related to any reference calls must be included in the hiring department’s recruitment file. 

The search committee interviews the approved finalists, reviews the reference letters, and recommends the successful candidate for the approval of the dean and provost.  

Preparing to Notify the Successful Candidate

The provost has final approval of the choice of the successful candidate. However, before an offer of employment can be made, the following steps must be completed:

· the ODI Hiring Report and the ODI Data Selection Form (see below) must be completed and submitted first to the Provost’s Office for review and approval, and  then to ODI, and 

· the Dean’s Office must receive an email from the Provost’s Office authorizing a verbal offer of employment.  

The ODI Hiring Report allows the hiring department to identify the candidate selected for appointment. ODI confirms the candidate for the position. All forms must have original signatures, with a copy sent to HR.
The ODI Data Selection Form allows the recruiting department to describe the reasons for selection and non-selection of those candidates who were interviewed in the finalist pool. These reasons must be specific, directly relevant to the position being filled, skills-based, and clearly related to the posting. The reasons will be reviewed by ODI and the Provost’s Office, and the recruitment coordinator will be notified if there are specific concerns about the justifications for non-selection. Candidates who are qualified, if not the most qualified, can still be considered in the future. ODI will review the resumes on Interview Exchange. 

After ODI completes its review of the selected candidate and finalists and approves the hiring forms within 3 business days, the approved paperwork for is forwarded to the Provost’s Office for final review and approval; the Provost’s Office reviews and verifies the annual salary. 

The Provost’s Office will email the dean within 3 business days of receipt from ODI if the department can proceed with an offer of employment or if there are issues to resolve.
STEP 6:  NOTIFY THE SUCCESSFUL CANDIDATE (Faculty)
Making the Offer

The hiring manager can now:
· verbally offer the successful candidate the salary approved in the ODI Hiring Report.
· verbally negotiate or confirm the start date for the beginning of an academic semester. 

If the offer is turned down or terms cannot be met, the dean, working with the department chair, should consult with the Provost’s Office to make an offer to another candidate. This will require repeating processes and completing paperwork described in Step 5 (i.e., ODI Hiring Report and Data Selection Form). 

When the Verbal Offer Is Accepted

The dean drafts the offer letter using the approved templates and emails the draft to the Provost’s Office. The letter includes a description of start-up costs and any other negotiated terms. The Provost’s Office will respond within 2 business days to approve or raise any issues that should be resolved. Upon approval, the dean sends the letter to the candidate with a copy to the provost and Human Resources. The offer normally specifies the date by which the dean will expect to receive a reply from the candidate. 

Once the offer is accepted by a candidate, the Dean’s Office sends a copy of the signed offer letter to HR and prepares and sends an Offer and Acceptance Form (available at http://www.umb.edu/hr/forms_instructions) to the candidate for his or her signature, along with related information. The letter requests that the Offer and Acceptance Form be signed and returned to HR.  
When HR receives the signed offer letter, HR will send an email and attach the Mandatory Benefits Orientation Notice, Background Check Acknowledgment Form and pre-employment paperwork (with a copy to the Assistant Dean) to the selected candidate and requests that:

· the Mandatory Benefits Orientation Notice be signed and returned to HR, and 

· the Background Check Acknowledgment Form be signed and returned to HR, and

· the pre-employment paperwork be signed and returned to HR.

Once the Background Check Acknowledgment Form is received, the background check begins.  

All offers of employment are conditional pending a successful background check and receipt of documentation authorizing the candidate to legally work in the United States.
STEP 7: COMPLETE the ePAF (Faculty)
In order for the university to be ready for and efficiently welcome the employee, the hiring department must complete the electronic Personnel Action Form (ePAF), and the Employee Entrance Form and submit to Human Resources at least two weeks before the start date.  

The ePAF must be completed by the department and forwarded through the signature approval process to HR, once the department receives a copy of the official email that will be sent to the new faculty hire with information regarding the background check, mandatory benefits notice and pre-employment paperwork (HR will cc the Assistant Dean on the official email).  This will ensure that the new hire receives his or her Employee ID number before the first day of work.  

The hiring manager should send a welcome letter to the incoming employee confirming the start date and providing any other information about the job and department that may be important and helpful.

The Employee Entrance Form helps the university prepare for new and transferring employees with office, workstation, communications and other workplace requirements. This form, available on the HR website, is submitted online at least two weeks prior to the new employees start date.  

STEP 8: PROCESS THE ePAF (Faculty)
HR processes accurate and complete the ePAF within 5 business days of receipt in HR (assuming that the PA is reviewed and approved by other authorities after leaving the department and before arriving at HR). The employee ID number will appear next day on a Summit Report, or the same day in PeopleSoft.

STEP 9: COMPLETE THE I-9 FORM (Faculty)
In order to be employed in the United States, the prospective employee and the University must complete the U.S. Citizenship and Immigration Services (USCIS) Form I-9. Once the position has been accepted, this can be done at any time through the first three days of employment. The employee will be terminated after three (3) days if the Form I-9 has not been completed and submitted to HR.

The prospective employee must provide proper documentation to HR (Quinn Administration Building, 3rd Floor, Room 3/076) any time after the offer has been made up to the third day of employment and HR will verify and complete the I-9.  Only after this form is completed to HR’s satisfaction may the employee be put on the payroll system. 
For some applicants, achieving eligibility to work in the United States may take additional steps. All U.S. citizens and permanent resident aliens (holders of Alien Registration Receipt Cards, also known as “green cards”) are authorized to work without restrictions in the United States. Non-resident aliens, on the other hand, may work in the United States only if they possess an appropriate visa. Not all visas allow the holder to work, and those that do generally place limits on the circumstances under which holders can work and the positions they can accept. Without legal authorization, it is illegal for the prospective employee who is a non-resident alien to begin, or to be paid for, work at the university.

When a hiring department wishes to hire a non-resident alien, it is that department’s responsibility to contact HR for assistance in arranging the university’s sponsorship of the candidate for employment. Since the employee cannot be paid for any work performed before approval of the visa application, hiring departments should contact HR as soon as it is known that the candidate will need an appropriate visa. It may be desirable for this process to begin several months in advance of the intended hiring date. HR will cover all fees for sponsoring the employee. 

STEP 10: MAINTAINING THE RECRUITMENT FILE (Faculty)
All interview notes, notes on resumes, applications, cover letters, and interview ranking sheet, references, and any other paperwork generated as a result of the process for all applicants must be retained in the hiring department’s recruitment file. All correspondence sent and/or received, regardless of relevance, must be included. If correspondence was conducted using a non-university email address, all such correspondence must also be maintained. Confidentiality about the applicants and their reference materials must be maintained even after the search has been completed or deemed a failed search. All recruitment files must be forwarded by the recruitment coordinator to the hiring department for retention in the department for three (3) years until HR calls for the records.
SECTION E: International Brotherhood of Teamsters (IBT) Positions

STEP 1:  CONFIRM NEED FOR THE POSITION AND SECURE APPROVED FUNDS (IBT)
In determining the need for a new position, the recruiting department should consider alignment with UMass Boston’s Strategic Plan. Before the recruitment process begins, approved estimated funding to fill either a vacancy or a new position must be identified and secured. The source of funds must be either the department’s annual chancellor-approved budget or an authorized grant.

· All chancellor-approved budget positions have a Position Number which denotes budget authorization. If the department does not have a Position Number, contact OBFP.

· Grant funded positions have a Position Number which denotes grant authorization. After ORSP and other offices have approved the position on the Position Recruitment and Search Form, Human Resources will assign a Position Number.

After ORSP and other offices have approved the position on the Position Recruitment and Search Form, Human Resources will assign a Position Number. 

At this point, the department should notify ODI and ask for assistance in brainstorming the best outreach mechanisms for identifying potential diverse applicants.

Due to the nature and timing of grant awards, Step 1 and 2 may be done simultaneously for grant positions only.

STEP 2:  CONFIRM JOB DESCRIPTION AND SALARY RANGE (IBT) 
The job description is used to classify the position, outline key responsibilities, and develop salary parameters. It includes a general summary of the position, examples of duties, minimum qualifications, and supervision received and (if applicable) exercised. An accurate job description establishes a clear set of shared expectations for job performance. Job descriptions that have been evaluated in the past 24 months do not need to be reevaluated if there is no change. 

Using the Job Description Form available at http://www.umb.edu/hr/forms_instructions the department should submit a complete description to the Staffing and Compensation Manager in HR, who will evaluate the job description. Guidance in writing a complete job description is available from HR. 

The job description enables HR to establish the grade and associated salary range that is appropriate for the duties being performed. Once completed, the job description is used as a basis for advertising and recruitment of the position.

HR will respond to the department via email within 10 business days of receipt of the job description with either:

· a request for more information, in the instance of an incomplete or unclear job description; or

· an email, copied to the vice chancellor, dean, and department head, detailing the approved grade and salary range.

If the approved funding is insufficient for the approved salary range, the department should review needs and seek approval for increased funding and/or a revised job description through the appropriate process.

Departments are expected to finalize and obtain approvals for the position, funding, and job description before proceeding to Step 3.

STEP 3:  START THE RECRUITMENT PROCESS (IBT)
The recruiting department head should first appoint a recruitment coordinator who will serve as the liaison to HR and ODI throughout the recruitment and hiring process for the position. It is the intent that this is the one person who will interact with ODI and HR to streamline more effective communication regarding status of the search process.

Position Recruitment and Search Form

The recruitment coordinator starts the recruitment process by completing the Position Recruitment and Search Form, available at http://www.umb.edu/hr/forms_instructions .

This form ensures that the university is following best hiring practices, adheres to contractual obligations or provisions, obtains budget authorization (Position Number), observes affirmative action guidelines and policies, and ensures that there is appropriate work space for the employee. The form also allows the recruiting department to identify search committee members and to outline the recruitment strategy for the position. If asked, HR and ODI will work directly with the department to help develop a recruitment strategy. 

The Position Recruitment and Search Form requires signatures of individuals involved in hiring and budget decisions at the university. The signatures required will depend on the nature of the position(s) and the department or unit initiating the hiring. Signatures of the following officials will or may be required:

· chief of police,

· vice chancellor for student affairs.

After the appropriate signatures are obtained: 

· The Position Recruitment and Search Form is submitted by the vice chancellor for student affairs for review to the OBFP, if the position is state- or trust-funded, or to the ORSP if the position is grant-funded. If there is a funding issue, OBFP or ORSP will inform the recruitment coordinator. Otherwise,

· OBFP or ORSP forwards the form to ODI within 3 business days of receipt for review.

· ODI reviews the form and approves for a mix of appropriate diversity in the search committee, and within 3-5 business days of receipt forwards the form to HR for posting. ODI emails the recruitment coordinator with the approved search committee and a courtesy copy of a description of the interview and hiring processes.  

· HR posts the position on Interview Exchange within 3-5 business days of receipt and sends an email to the recruitment coordinator that the position has been posted. The hiring manager and/or search committee (if search committee is approved) will receive an email from Interview Exchange with access to the posting. 

Posting Requirements:

Posting on Interview Exchange is suggested for a minimum of 10 calendar days. 

The candidate pool is viable for up to 12 months (police officer positions only).
To increase the chances of a diverse pool of candidates, HR and ODI strongly recommend external posting or advertising (for example, on job boards and websites or in publications). External posting requests must be indicated on the Position Recruitment and Search Form. HR is affiliated with an approved University of Massachusetts advertising agency, which works with HR on all external advertising placements and can help to identify the best advertising methods for each position. 

External advertising will be placed and paid for in the amount available from HR; any additional cost is the responsibility of the hiring department. The department must supply the correct budgetary speed type number for the additional charges on the Position Recruitment and Search Form before an external advertisement is placed. It is recommended that the posting deadline on Interview Exchange be in sync with any deadlines given in external advertising, generally 30 days.  

ODI also has affiliations with external sites that target diverse faculty and staff. It is strongly recommended that departments reach out to ODI at this stage, if they have not already done so.

Search Committee

A search committee is not required; however, if a committee is appointed, it should be included on the Position Recruitment and Search Form and the guidelines for search committees will apply.

All search committees should have a mix of appropriate diversity. The search committee membership must be approved by ODI. If any changes are proposed in the membership of a search committee after the recruitment process has begun, those changes must be submitted by email to ODI for review and approval and to HR for access to Interview Exchange. Search committees may include external members. They can vote and be part of the diversity requirement.

Once a position is posted, and if there is a full search committee approved by ODI, Interview Exchange will send an email giving access to the system to all committee members and the recruitment coordinator, if so indicated on the Position Recruitment and Search Form.  The recruitment coordinator will not receive access until the full search committee receives access.  If there is no search committee appointed, Interview Exchange similarly provides access for the hiring manager.   
STEP 4: REVIEW APPLICANTS, IDENTIFY INTERVIEWEES, AND PREPARE INTERVIEW QUESTIONS  (IBT)
The entire pool must be considered until the closing date. The search committee (or hiring manager if no search committee is appointed) may consider only those applicants who meet the minimum qualifications as identified in the posting of the position.

The search committee (or the hiring manager if there is no search committee) prepares interview questions (non-police officer positions only), reviews applications and selects the first round of interviewees and/or applicants. Police Officer applicants will be sent a letter in the mail regarding Physical Agility Testing (PAT) and are expected to contact the hiring department to schedule the test. 

Police Officer Positions Only: Once the applicant successfully completes ALL aspects of the PAT, they will receive notification of the written exam. The applicant must contact the hiring manager to schedule the appointment.

Upon completion of the posting period, the search committee will submit via email a list of candidates to ODI who will review/approve the first round applicant pool for diversity, within 3-5 business days.  ODI will then forward to HR the original email, along with their approval.  HR will then review the identified first round candidates to ensure that they meet the minimum qualifications of the position, as outlined in the job description and job posting.  HR then notifies the recruitment coordinator of ODI and HR approval, within 3-5 business days of receipt of ODI approval.  Subsequent rounds of interviews (except for interviews of finalists) do not need ODI or HR approval. 

Interview questions must be reviewed by ODI to ensure that the questions are not directed toward eliciting information prohibited by law. Sample interview questions, including authorized and unauthorized questions, are on ODI’s web site at https://www.umb.edu/odi/search. ODI must also review diversity within the interview pool to assess the effectiveness of outreach efforts. ODI will approve, or request further information, within 3-5 business days of its receipt of the proposed interview questions and list of proposed interviewees. The interview questions and interview pool must be approved before any interviews are conducted.

STEP 5: CONDUCT INTERVIEWS AND SELECT SUCCESSFUL CANDIDATE (IBT)
Initial Round(s) of Interviews

Once the search committee (or the hiring manager if there is no search committee) receives approval of the interview questions, the interviews can be scheduled. The hiring manager/designee or search committee chair/designee is responsible for contacting candidates and scheduling appointments (non-police officer positons).

NOTE: Police officer applicants will be sent notification upon successfully completing the written exam to schedule an interview.

Interviews should be conducted in the same method for all candidates (e.g.: in person, by Skype, or by phone). Requests for alternative methods for the interview must be accommodated. Any travel expenses that may be incurred during the recruitment process must receive prior approval from the Dean/Department Head and follow the Business Expense Policy guidelines. Additional information on the policy available at https://www.umb.edu/administration_finance/controller/policies. 

During all interviews, applicants must be asked identical questions, and every attempt must be made to treat all candidates equitably by asking the questions approved by ODI. Although different questions may become necessary as an interview progresses, interviewers should elicit equivalent information in every area identified as critical to the position. The interview process requires careful planning to ensure that the questions are not directed toward eliciting information prohibited by law.

Interviews of Finalists

Non-police officer applicants (Dispatcher positions): After the hiring manager/search committee completes all interviews and selects the final round of applicants for interviews, the recruitment coordinator submits, via email, the list of final applicants ODI, who will approve the list of final applicants or request further information, within 3-5 business days of receipt for approval.  The list must be approved before any final interviews begin. 

The hiring manager interviews the approved finalists, checks references and documents the responses, and selects the successful candidate(s) for the vice chancellor’s approval. Telephone reference checks, which enable the hiring manager to secure specific information about the applicant, are required. It is recommended that there be a minimum of three (3) references, at least two or three of which is a work reference. A sample reference check guide available at: https://www.umb.edu/hr/forms_instructions. All notes related to the reference calls must be included in the hiring department’s recruitment file.

Police officer applicants: The hiring manager/search committee completes all interviews and selects the final round of applicants for interviews. The hiring manager/search committee will combine the total scores from the PAT, written and oral exams and then forward the names of the finalists to ODI for approval. ODI will email the department recruitment coordinator within 3 business days of receipt to approve the list of final applicants or to request further information. The list must be approved before any final interviews. 

The Chief of Police conducts final interviews.  When the final candidates are selected (prior to offer of employment), each applicant is given a background check packet.  The packet must be completed within one week of issuance. An offer of employment is contingent upon passing the background check. 
Failed Searches

If the applicant pool has not been considered diverse and/or representative of what would be expected for a particular position, or if qualified candidates have not been found, the department and/or ODI can deem a search failed. In the event that the department deems the search failed, the recruitment coordinator notifies HR and ODI to announce a failed search. The recruitment coordinator will then need to complete the Failed Search Form (available at https://www.umb.edu/hr/forms_instructions) and submit to ODI who will forward to HR.  Human Resources will then email the recruitment coordinator to discuss next steps in the process, including amending the job description and/or expanding recruitment efforts. 

Preparing to Notify the Successful Candidate

The vice chancellor for student affairs has final approval of the choice of the successful candidate. However, before an offer of employment can be made, the following steps must be completed:

· the ODI Hiring Report and the ODI Data Selection Form (see below) must be completed and submitted to ODI for review and approval , and 

· the recruitment coordinator must receive an email from HR authorizing a verbal offer of employment.

The ODI Hiring Report allows the hiring department to identify the candidate selected for appointment. ODI confirms the candidate for the position. HR confirms that the salary is within the approved salary range. All forms must have original signatures.

The ODI Data Selection Form allows the recruiting department to describe the reasons for selection and non-selection of those candidates who were interviewed in the finalist pool. These reasons must be specific, directly relevant to the position being filled, skills-based, and clearly related to the posting. The reasons will be reviewed by ODI and HR, and the recruitment coordinator will be notified if there are specific concerns about the justifications for non-selection. Candidates who are qualified, if not the most qualified, can still be considered in the future. ODI will review the resumes on Interview Exchange. 

After ODI completes its review of the selected candidate and finalists and approves the hiring forms within 3 business days, the approved paperwork for all staff is forwarded to HR for final review and approval; HR reviews and verifies the annual salary. 

HR will email the recruitment coordinator within 3 business days of receipt from ODI if the department can proceed with the verbal offer of employment or if there are issues to resolve.

STEP 6:  NOTIFY THE SUCCESSFUL CANDIDATE (IBT)
Making the Offer after passing the Background Check:

The hiring manager can now

· verbally offer the successful candidate the salary approved by HR;

· verbally negotiate or confirm the start date (at least two weeks in the future). 

If the offer is turned down or terms cannot be met, the hiring manager consults with HR for to make an offer to another candidate. This will require repeating processes and completing paperwork described in Step 5 (i.e., ODI Hiring Report and Data Selection Form). 

When the Verbal Offer Is Accepted:

The hiring manager emails HR that the candidate has verbally accepted the position and salary, and advises HR of the start date. Within 3 business days of receipt of the email, HR prepares the official offer of employment letter and sends it via email and mail, along with the Mandatory Benefits Orientation Notice, Background Check Acknowledgment Form and pre-employment paperwork, (http://www.umb.edu/hr/forms_instructions),  with a copy to the hiring manager and the recruitment coordinator, to the selected candidate and requests that: 
· the offer letter be signed and returned to HR, and

· the Mandatory Benefits Orientation Notice be signed and returned to HR, and 

· the Background Check Acknowledgment Form be signed and returned to HR, and 

· the pre-employment paperwork be signed and returned to HR.

The offer letter, Mandatory Benefits Orientation Notice and Background Check Acknowledgment Form must be returned to HR within 2 weeks of the issued date of the offer letter, or the offer may be rescinded.  Human Resources will reach out to the candidate and recruitment coordinator if the paperwork has not been timely received.  

When HR receives the signed offer letter:

· HR begins the background check, and 

· HR notifies all non-selected staff applicants through Interview Exchange that the position has been filled.

STEP 7: COMPLETE ePAF (IBT)
In order for the university to be ready for and efficiently welcome the employee, the hiring department must complete the electronic Personnel Action Form (ePAF), and the Employee Entrance Form and submit to Human Resources at least two weeks before the start date.  

The ePAF must be completed by the department and forwarded through the signature approval process to HR, once the department receives a copy of the official offer letter (HR will cc both the Hiring Manager and Recruitment Coordinator on the official offer letter).  This will ensure that the new hire receives his or her Employee ID number before the first day of work.  

The hiring manager should send a welcome letter to the incoming employee confirming the start date and providing any other information about the job and department that may be important and helpful.

The Employee Entrance Form helps the university prepare for new and transferring employees with office, workstation, communications and other workplace requirements. This form, available on the HR website, is submitted online at least two weeks prior to the new employees start date.  

STEP 8: PROCESS THE ePAF (IBT)
HR processes accurate and complete the ePAF within 5 business days of receipt in HR (assuming that the PA is reviewed and approved by other authorities after leaving the department and before arriving at HR). The employee ID number will appear next day on a Summit Report, or the same day in PeopleSoft.

STEP 9: COMPLETE THE I-9 FORM (IBT)
In order to be employed in the United States, the prospective employee and the University must complete the U.S. Citizenship and Immigration Services (USCIS) Form I-9. Once the position has been accepted, this can be done at any time through the first three days of employment. The employee will be terminated after three (3) days if the Form I-9 has not been completed and submitted to HR.

The prospective employee must provide proper documentation to HR (Quinn Administration Building, 3rd Floor, Room 3/076) any time after the offer has been made up to the third day of employment and HR will verify and complete the I-9.  Only after this form is completed to HR’s satisfaction may the employee be put on the payroll system.
For some applicants, achieving eligibility to work in the United States may take additional steps. All U.S. citizens and permanent resident aliens (holders of Alien Registration Receipt Cards, also known as “green cards”) are authorized to work without restrictions in the United States. Non-resident aliens, on the other hand, may work in the United States only if they possess an appropriate visa. Not all visas allow the holder to work, and those that do generally place limits on the circumstances under which holders can work and the positions they can accept. Without legal authorization, it is illegal for the prospective employee who is a non-resident alien to begin, or to be paid for, work at the university.

When a hiring department wishes to hire a non-resident alien, it is that department’s responsibility to contact HR for assistance in arranging the university’s sponsorship of the candidate for employment. Since the employee cannot be paid for any work performed before approval of the visa application, hiring departments should contact HR as soon as it is known that the candidate will need an appropriate visa. It may be desirable for this process to begin several months in advance of the intended hiring date. HR will cover all fees for sponsoring the employee. 

STEP 10: MAINTAINING THE RECRUITMENT FILE (IBT)

All interview notes, notes on resumes, applications, cover letters, and interview ranking sheet, references, and any other paperwork generated as a result of the process for all applicants must be retained in the hiring department’s recruitment file. All correspondence sent and/or received, regardless of relevance, must be included. If correspondence was conducted using a non-university email address, all such correspondence must also be maintained.  Confidentiality about the applicants and their reference materials must be maintained even after the search has been completed or deemed a failed search. All recruitment files must be forwarded by the search committee chair to the recruiting department for retention in the department for three (3) years until HR calls for the records.
Requirements for all positions:
Background Checks:  All new employees will be subject to background checks. 
Reference Checks: Reference checks are required for all staff positions and should be conducted by the hiring manager or their designee(s). It is recommended that there be at least three (3) references for staff, at least one of which is a work reference.  Reference letters are required for faculty positions. Reference checks enable the hiring manager to secure and confirm specific information about the applicant.  The hiring manager should use the Reference Check Guidelines http://www.umb.edu/hr/forms_instructions for staff positions and include those questions necessary to the individual applicant’s situation. All notes related to the reference calls must be included in the recruitment file.
Confidentiality: Information obtained regarding an applicant, including the status of an application within the process, must remain confidential throughout the process and thereafter. Such information may not be shared with the applicant, except by the search committee chair or appointing authority acting in a formal capacity on behalf of the committee. No search committee member may contact an applicant individually without approval of the search committee chair. Information about the steps in the process and the timetables for the process are not confidential. 

Disclosure of Relationships with Candidates: To ensure a fair search and hiring process, each member of the search committee must disclose to the chair of the committee, before interviewees are selected, any relationships he or she may have with any applicants. For example, if an applicant is or has been a member’s babysitter, co-worker, vendor, relative, or friend, that relationship should be disclosed. If the chair judges that reasonable observers might perceive a conflict of interest, the member will be immediately removed from the committee. The resolution of this conflict must be communicated to and approved by HR and ODI.
Eligibility to Work in the United States:  All new employees, regardless of citizenship, are required by federal law to demonstrate their eligibility to work within the United States, and they do this by completing an Immigration and Naturalization Service “I-9” Employment Eligibility Verification Form and providing supporting documents. Some applicants may need to take additional steps to establish work eligibility. See “Step 9: Complete I-9” above for specific information.

Recruitment Costs:  Prior approval for costs associated with the search should be obtained from the appointing authority. 

Posting Waivers: In the rare event that the recruiting department is requesting a waiver of the posting process for a position, the recruitment coordinator must indicate this on the Position Recruitment and Search Form and attach a narrative to the form explaining the exceptional circumstances that justify the waiver. All waivers are subject to review and approval by ODI, HR, and unions, when applicable. 

Below are examples of exceptional circumstances:
· There is an immediate and urgent need to fill a position (a temporary appointment of less than one year may be permitted)
· A faculty or staff position is identified as "key personnel" in a funded grant project or contract on the Proposal Routing Form
· There is an opportunity to secure a faculty or staff person on a permanent basis, independent of a specific vacancy or position, and that person has such highly specialized skills that a search would not yield as qualified a candidate
· The employment, transfer, or promotion of a qualified member of a protected group would further a diverse, inclusive, and representative workforce
· The employment of an accompanying spouse would be beneficial to a college’s programmatic or diversity needs
· The business of the university requires a department to reorganize to meet increased needs without adding staff
· An appointment has an anticipated duration of less than six months. 

The Recruitment File: All interview notes, notes on resumes, applications, cover letters, and interview ranking sheet, references, and any other paperwork generated as a result of the process for all applicants must be retained in the hiring department’s recruitment file. All correspondence received, regardless of relevance, must be included. If correspondence was conducted using a non-university email address, all such correspondence must also be maintained. Confidentiality about the applicants and their reference materials must be maintained even after the search has been completed or deemed a failed search. All recruitment files must be forwarded by the recruitment coordinator to the hiring department for retention in the department for three (3) years.
Hiring Guide Flowchart 
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                            Step 5-------------------------------(                       Step 6-----(
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 *I-9 Form finalized after accepting job offer or within 3 days of employment.


Oversight Department: Human Resources

Responsible Party within Department: Assistant Vice Chancellor, HR

Monitoring:  The head of each department involved in hiring a benefitted employee should make him or herself familiar with this policy to insure that the department is following it. 

HR, ODI, OBFP, ORSP and Provost will monitor individual steps of each hiring process to ensure compliance with this policy.

HR will monitor each step from the date the job description is received for review until the offer letter is issued.

Authority:

Board of Trustee Policy, Doc. T92-034 as revised, STATEMENT OF AFFIRMATIVE

ACTION AND EQUAL OPPORTUNITY

Board of Trustee Policy, Doc. T94-023, as revised, PERSONNEL POLICY FOR 

NON-UNIT PROFESSIONAL STAFF

Board of Trustee Policy, Doc. T10-088 POLICY ON EMPLOYEE BACKGROUND REVIEWS

University of Massachusetts, Human Resources Memorandum HR-402, Non- Unit

Professional Salaries Over 100K

Society for Human Resource Management--Best Practices

Related Documents:

Position Recruitment and Search Form

ODI Hiring Report 
ODI Data Selection Form

Failed Search Form
Official Documents are on the HR and ODI websites and are updated regularly.
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