Recruitment Checklist for Temporary Positions

This checklist has been prepared to assist you in recruiting for temporary positions (formerly OPS) at Florida Atlantic University. Please follow this process to its completion. For additional assistance or for templates and forms, please refer to the Employment website at http://www.fau.edu/hr/Employment/index.php. 

For in depth guidelines and information on temporary employment at the University please see: http://www.fau.edu/hr/files/temp-guidelines.doc.
· Begin recruitment by logging into your user account on People Admin and under Create Postings, select Temporary Posting. A temporary recruitment is initiated here and not at Begin New Action because temporary positions do not have an official position description.
· Complete the Posting Details and Guest User Tabs.  The minimum educational and employment experience should be comparable to an equivalent line position (for detailed information, please select the temporary guidelines link above). If outside advertising is required, please complete the External Advertising fields on the Posting Details tab.
· If outside advertising is desired include the source, ad verbiage and index number in the posting details tab under the Requisition External Advertisement section. All outside advertising must be approved by Human Resources. FAU has partnered with Graystone Group Advertising for the placement of ads. If you would like to place your own outside advertisements, please forward a copy of the ad verbiage to Employment for review prior to placing the advertisement to ensure all required legalese is included. Outside advertising should coincide with the recruitment’s posting dates.

· Electronically forward your recruitment request through your department including Dean/Director and Provost/Vice-President levels. The Provost/Vice President (Dean level for colleges) will electronically Submit Posting to HR.
· Recruitment is posted for a minimum of seven (7) days for applicants to apply. You will not be able to review the applicant pool until the position closes and is released.

· Any extension, reopening, or cancelling of a search should be requested by email to empl@fau.edu. 

· After the recruitment closes, a final pool notice will be sent from Employment. You may then log into People Admin to review your applicant pool (position is found under ‘Active Postings’). 

· Contact desired applicants to schedule interviews. A minimum of three (3) applicants should be interviewed. Conduct interviews. 

· Contact Employee Relations (7-0319) to review any current or prior line/staff employees to review their employee files. 

· After a finalist has been selected, prior to offering the position, a hiring review (review and approval of proposed salary and the selection process by the Office of Equal Opportunity Programs) must be completed:

· Change the applicant statuses in People Admin (Not Interviewed, Interviewed-Not Hired, HR/EOP Begin Hiring Review, etc.)
· Complete the Salary Information tab in People Admin, including the index number for background check charge, and save the information. Proposed salary must be within the posted salary range
· Email the Employment Department (empl@fau.edu) requesting a hiring review; include the position number, applicant’s name and proposed starting salary
· After the Employment Department emails approval of the hiring review, contact the candidate and offer the position contingent upon the background check. CANDIDATE SHOULD NOT RESIGN THEIR CURRENT POSITION UNTIL NOTIFIED THAT BACKGROUND CHECK HAS BEEN APPROVED.

· Notify the Employment Department via email that the candidate has accepted the offer and is ready for a background check to be initiated.

· The Employment Department will notify you of the successful completion of the background check, you may then contact the candidate to confirm the start date of employment. 

· Submit the following to the Employment Department to complete the new hire process:

· Personnel Action Form (PAF), with appropriate signatures

· Temporary Offer Letter, on departmental letterhead and signed by hiring manager and candidate  (templates are available on the Employment webpage under Employment Forms and Templates) 

· For non-exempt temporary positions – Acknowledgement of Maximum Hours Worked per Week signed by the candidate 
· For exempt temporary positions – Position Job Identification Form, completed and signed by the hiring manager
· Electronic approval of applicant in People Admin

***All new hire paperwork must be received by Human Resources by 5:00pm on the Wednesday prior to the Monday start date***
· BY LAW, THE CANDIDATE MUST SIGN IN WITH PROCESSING & RECORDS WITHIN THREE (3) DAYS OF HIS/HER FIRST DAY OF EMPLOYMENT WITH THE UNIVERSITY. The candidate may be scheduled for morning Orientation on Mondays or may sign in directly with Processing & Records on Tuesdays and Thursdays from 9:00am - 4:00pm. The contract cannot be entered into the system without sign in being complete, which may result in a delay of pay.

· New employee must provide official verification of education of highest completed degree by his/her start date in the form of an official sealed transcript. The transcript should be mailed from the educational institution to the Human Resources Department at the following address:

Human Resources Department 

Attn: Employment Office 

                
Florida Atlantic University

                
777 Glades Road; Building 10, Room 102

               

Boca Raton, FL 33431-0991
If the employee’s degree is from outside the United States, an equivalency and translation certificate must be submitted with the educational documentation.  A list of accredited evaluation agencies may be found at: http://www.fau.edu/admissions/EvalAgencies.php. 
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