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Disclaimer 
This training and the course materials are for 
informational and educational purposes only.  
Always contact your Human Resources Division 
for assistance. 
 



TRAINING OBJECTIVES 
• Review of the hiring process 
• Provide best practices to help ensure that 

departments select the most qualified 
candidates following a fair and rigorous hiring 
process  

• Provide resources for the future 
 



STEPS IN THE HIRING PROCESS 
• Review and develop an accurate duty 

statement 

• Recruitment – JOBs and more 

• Screening the applications 

• Hiring interviews and assessment tools 
 



STEPS IN THE HIRING PROCESS 
continued… 

• References and supplemental screening 
• Making the Offer 

• Record retention 

• Managing the probation period 
 



TOP 10 FREQUENTLY ASKED 
QUESTIONS 



TOP 10 FREQUENTLY ASKED 
QUESTIONS (1) 

1. Why is having a current and accurate duty 
statement important? 
 

2. When is a good time to update the duty 
statement? 

Presenter
Presentation Notes
1. 
The biggest mistake is not having a duty statement.  If you have a duty statement but it’s not current, its not accurate.  Forgetting to have a duty statement signed is not complete either even if you did everything else right.  Can you defend a situation with a incomplete duty statement?  The answer is no.

Having a current and accurate duty statement can help you:
Avoids potential out-of-class situations 
Duty statements provide the foundation in reasonable accommodation situations
The Americans Disabilities Act requires that individuals be assigned to perform the “essential functions” of a job in order to ascertain any reasonable accommodation required by the individual to satisfactorily perform such duties.  So it needs to be current and accurate.
Duty Statements are used in various situations, so keeping a current duty statement is critical and required.  It is the foundation and basis of the job.


2. 
When a position becomes vacant, look at the unit/division, and assess where the gaps are; in knowledge, skills, etc…
This is a perfect time to reassess the position
During the Annual Review process is a perfect time to reassess the Essential Functions
Supervisors need to examine each position for which they have direct responsibility to determine whether tasks of functions are essential or non-essential.  This is critical before pursuing employment actions such as advertising, recruiting, hiring, promoting, and dismissal.

If something regarding the position does change though, you need to update your duty statement and have the employee and supervisor sign and date it.  But please consult with your labor relations officer.






TOP 10 FREQUENTLY ASKED 
QUESTIONS (2) 

3. The SROA guide says we can advertise for 5 
days, but the PML says that 10 days is the best 
practice? Which is correct? 
 

Presenter
Presentation Notes
The SROA manual allows five working days for service wide classes and at least ten calendar days for department specific classes. Our best practice of 10 business days is consistent what that of exam bulletin postings; this allows the incumbents the opportunity to take the exam if they need to.




TOP 10 FREQUENTLY ASKED 
QUESTIONS (3) 

4. What is the best practice for developing 
screening criteria where the applicant meets all the 
criteria, but in previous recruitments you found that 
this person did not meet performance standards 
when reviewing his or her OPF? 
 
5. Can you change criteria after you start screening 
applications? 

Presenter
Presentation Notes
Question 4
You should not adjust screening criteria due to concerns with a previous candidate. The criteria should represent the knowledge, skills and abilities (KSAs) required for the vacancy.  Remember, this is the first step of the hiring process.  Your final decision will be made after the applicant has successfully passed all components of your hiring process (e.g., application review, assessment tool, interview, OPF review, reference checks).  If an applicant applies for various positions within your program area, and you have previously eliminated him/her from the hiring process due to unfavorable information discovered during an OPF review or reference check, the candidate does not have to be considered for future recruitments.   You need to ensure you maintain proper documentation supporting your decision.  

However, if a reasonable amount of time has passed since you last interviewed this person, you may want to reconsider and allow him/her to be a part of your hiring process if they meet your screening criteria.  An applicant with previous performance issues may have taken the steps to improve in this area and are now a viable candidate for your position. 
Remember - Are job is to provide a fair and equitable hiring process for all applicants.    

Question 5
Screening criteria should be developed prior to reviewing applications.  Changes should be minimal.  Taking the time to thoroughly develop screening criteria that reflects the KSAs needed to perform the essential functions of the job should minimize the need to make adjustments.  If it is determined that the criteria needs to be modified, the reasons for the changes should be documented.  




TOP 10 FREQUENTLY ASKED 
QUESTIONS (4) 

6. What do you do in an interview if a protected 
characteristic comes up? 
 
7. Is it okay to swap out panel members during 
the interview? 

Presenter
Presentation Notes
6. Protected Characteristics (LMK)

All aware that CANNOT BASE HIRING DECISION on legally protected characteristics
Race
Sexual orientation
Disability/medical condition
Gender
Age
Union Activity

Should be aware that CANNOT ASK QUESTIONS about legally protected characteristics

But...if candidate discloses information ……   
Employer responsible to re-direct to job related topics 
Indirect disclosure - “my husband/wife said….”  - OK to just rephrase question or move on to next job related question
Direct disclosure – “by the way, I just found out that I am pregnant…” –state that this is not a factor and then re-direct

Protect self and department from vulnerability to law suite



7. Swap out panel members (LMK)

Generally – NO

Protect integrity of hiring process 
Means FAIR and OBJECTIVE competitive process

Each candidate gets same chance/experience

Evaluations/ratings across candidates can be compared consistently

Plan ahead with multiple panel members in case one has to drop out (sick, car accident, etc.)

Use common sense in emergencies
How many interviews completed/left
Go forward with one less panel member OR replace the panel member




TOP 10 FREQUENTLY ASKED 
QUESTIONS (5) 

8. Who should do the reference checks? 
 
9. How long should hiring documents be 

maintained?  
 

10. Why are probation reports required? 

Presenter
Presentation Notes
8. Who conducts reference checks (LMK)

Hiring supervisor

Don’t overlook importance

Resist temptation to delegate

Hear/read tone, pauses, language choice

Ask knowledgeable follow up questions

May be more inclined to be candid with another supervisor

9. Retain all documents associated with the hiring process for 2 years per SAM Section 1600 and GC 12946, Recordkeeping and Reporting Section… Also maintain consistent with Departments Records Retention Schedule.  FOLLOW THE LONGER PROCESS

10. GC 19171 governs PROBATION  PERIODS  and GC 19172 governs PROBATION REPORTS .  Probation is the final phase of examination process, and completion of probation grants the employee permanent civil services status.  Per GC 19172  There are three (3) probation reports required – 6 month prob = 2, 4, 6 month and 12 month prob = 4, 8, 12 months.  Probation reports assist in measuring how the employee is performing and adapting to the job. i.e measures success and areas that require improvement.  Very important that if you spent all the time in the hiring process selecting the employee,  being proactive and interactive during the prob period is an investment in retaining a valuable employee!      




BEST PRACTICES  
DUTY STATEMENTS 

• Create and maintain a current and accurate 
duty statement.  

• Keep essential and non-essential functions 
separate.  

• Having a duty statement helps recruit and hire 
the right person. 
 

Presenter
Presentation Notes
It is required to have one. Duty statements are the foundation of the job.  

Provide a clear description of the position which identifies essential and non-essential functions.

3. This is critical before pursuing employment actions such as advertising, recruiting, hiring, promoting, and dismissal.






BEST PRACTICES  
JOB OPPORTUNITY BULLETINS 

• Advertise vacancies for minimum of 10 
business days 

• Always include the following: 
– Description of the duties 
– Working Conditions 
– Desirable qualifications 

 



BEST PRACTICES  
SCREENING THE APPLICATIONS 

• Review duty statement, vacancy 
announcement, and class specification  

• Identify screening criteria before application 
review 

• Develop a screening matrix that is applied 
consistently to all applications 
 



BEST PRACTICES  
THE HIRING INTERVIEW 

• Consider reasonable accommodation issues 
(disability, religion) 

• Select the most appropriate interview method for 
the position 

• Follow the same process/ask the same questions 
for each candidate 

• Establish and apply consistent evaluation criteria 
• Let each candidate know what to expect next 

 



BEST PRACTICES  
CHECKING REFERENCES 

• Review forms carefully/check OPF 
• Hiring supervisor calls references 
• Be cautious of overly positive AND overly 

negative references. Both may reflect... 
– Personal opinions 
– Ulterior motives 

• Keep notes 
 



BEST PRACTICES  
SUPPLEMENTAL SCREENING 

• Conduct supplemental screening only when 
–  Supported by law or policy 
–  Related to the job 
– Required by business necessity 

• Conduct supplemental screening after you have 
narrowed the applicant pool instead of 
immediately after determination that the 
applicant meets the minimum qualifications 
 



BEST PRACTICES 
MAKING THE OFFER 

• Consider a conditional offer 
– Consult with Personnel Office to determine 

necessary conditions are met (proper rate of pay, 
eligibility, background checks, MOUs, etc.) 

 
• Timely follow up with those not selected 

 

Presenter
Presentation Notes
LMK

EVEN IF CHECKED ELIBIGILITY PREVIOUSLY 

Confirm with personnel office that all conditions are met

Proper rate of pay
Eligibility
Completion of fingerprint checks/drug screen etc.

Make conditional offer until after all checks done

Follow up with non-selected

Express appreciation – build good will
Be prepared to respond with feed back if asked

If audience asks what is ok to say…..

OK	Hired a more qualified candidate

Specific feedback (where not a stranger and know candidate better)

Particular skills, background experience could improve (must be tied to duty statement and JOB)


NOT OK	

Not a good fit




BEST PRACTICES  
RECORDS RETENTION 

Collect and retain all records associated with the 
hiring process 

• Supports hiring decision if your process is 
challenged 

 



BEST PRACTICES  
MANAGING THE PROBATION PERIOD 

• Evaluate and document the probationer’s 
performance 

• Complete probation reports timely 
• Provide meaningful feedback 

– Be clear in areas that require improvement 
– Reinforce accomplishments 

• Provide training options if needed    

 



Web Resources 
Go to our Web site at:  
http://www.calhr.ca.gov/Training/Pages/ca
lhr-training-calendar.aspx 

 

http://www.calhr.ca.gov/Training/Pages/calhr-training-calendar.aspx
http://www.calhr.ca.gov/Training/Pages/calhr-training-calendar.aspx


NEXT FISCAL YEAR TRAININGS 
• August 25, 2015 
• October 14, 2015 
• December 10, 2015 
• February 9, 2016 
• April 11, 2016 
• June 14, 2016 

 



Thank you for coming! 
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