Chapter 5 Hiring Process

5.02 Notification to Classified Human Resources

· Permanent and Project Hires
· Inform Certification Unit of hire including certification number, classification title, name of hire and starting date.  Send copy of appointment letter and signed Position Description to Certification Unit.
· Complete Written Hiring Reason Form (Appendix 5-I) for new and promotional appointments to permanent positions and all appointments to project positions.  Send to Certification Unit.
· Complete Report of Action for all positions that received a certified list of applicants.  Send to Certification Unit. 
· I-9 Employment Eligibility Form must be completed and submitted to the divisional human resources office .  (Refer to Chapter 5.04.)
· Limited Term Employment Hires
· LTE Request Form should be reviewed and signed by the employee on the first day of work and kept within the Divisional personnel file .  
· I-9 Employment Eligibility Form must be completed and submitted to the divisional human resources office.  (Refer to Chapter 5.04.)
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