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RECRUITMENT PROCEDURES FOR UI EMPLOYEES

PREAMBLE: This section outlines the procedures for appointing the various categories of UI employees (see 3080 for definitions). From the 1979 Handbook three sections were combined to form the policy. Subsequently section A was elaborated concerning the formation and composition of search committees and several other changes were made in 1988, 1989 and 1996. In 2002 substantial changes were made in this policy to bring it into line with changes in SBOE/Regents policy. Further information may be obtained from the Provost's Office (208-885-6448) or Human Resources (208-885-3609). [rev 7-97, 7-00, 7-02, ed. 9-06]
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A. PROCEDURES FOR FILLING POSITIONS – ALL EMPLOYEES

A-1. All recruitment for vacant and new positions at the UI must be conducted in full compliance with UI's affirmative action and equal employment opportunity procedures (see 3065) and with the requirements of all applicable immigration and naturalization laws (see 3070). The chair of every search committee should be familiar with the affirmative action and equal employment opportunity requirements of the UI. The chair should also consult with the Human Rights Compliance Officer (HRCO) for help with how to conduct a search that maximizes the potential for attracting a diverse pool of applicants. [ed. 9-06]
A-2. All positions should have an up-to-date position description. The position description for non-faculty positions should be created using the Results Oriented Job Description (ROJD) form available at www.uidaho.edu/hrs to ensure that the position description is results oriented and consistent with other positions. All faculty positions should also have a position description using the format available from the Provost’s Office. 
A-3. All recruitment is announced in the Idaho Register and/or on the Human Resources’ (HR) web site. In addition, the chair of every search committee should consult with HR for guidance on the advertising process. [ed. 9-06]
A-4. When a decision has been made to recruit for a position from among existing UI employees (an internal recruitment, see 3065), the procedures established by HR must be followed to ensure fair, objective recruitment. A position may be filled through promotion when approved by the unit and by the HRCO. [ed. 9-06]
A-5. Any exceptions to the university’s recruitment process must be requested in writing by the department administrator to the HRCO. The appointment is subject to final approval by the Provost. [ed. 9-06]
B. PROCEDURES FOR FILLING FACULTY VACANCIES 

B-1. Selection.

a. The administrator of the department in which a position is to be filled should contact employment services in HR for search information, such as recruitment and advertising strategies, required documentation and interview guidelines, [ed. 9-06]
b. In consultation with the department faculty, the department administrator appoints a search committee. When practicable, at least two-thirds of the committee's membership is named from the department faculty. If the position is located in more than one department, each of the departments involved has appropriate representation on the committee.

B-2. Offers. Before any offer is made, HRCO must review and approve the selection process (see 3065). For information on terms and instruments of appointment, see 3080. [ed. 9-06]
C. Procedures for filling non-faculty VACANCIES. This section outlines the procedures for filling non-faculty exempt and classified staff vacancies.

C-1. Application.

a. With the exception of students applying for the work-study program, anyone who is seeking UI employment in a non-faculty position should be directed to Employment Services in (HR). (Applications for work-study are taken at the Student Financial Aid Office.) Applicants will be directed to all job openings. The director for Employment Services will assist with classification of the position and recruitment to ensure a pool of qualified applicants. Test scores, education, training, and previous work experience are considered in assessing applicant qualifications. [ed. 9-06]
b. The director for Employment Services is responsible for scheduling and administering employment tests for those positions that require them. Other job-related tests may be conducted following discussion with the director of Employment Services. 

C-2. SELECTION. No position is to be filled except through Employment Services. 

a. Department administrators should notify the director for Employment Services as soon as they become aware of the need to fill a position. If a description of and the qualifications for the position have not been established, these and the salary range will be defined by the departmental administrator in consultation with the director for Employment Services. An HR-approved results oriented job description is required prior to search proceedings (see A-2 above). [ed. 9-06]
b. With the exception of reduction in force circumstances (see 3930, B-3) approved internal promotions and continuous-recruitment positions, vacant positions will be announced by the director for Employment Services in the Idaho Register and/or on the 24-hour Job Line (885-3595), and/or on the HR website. “Continuous-recruitment” positions are those that have a high rate of turnover and for which applications are accepted at any time. Openings for these positions are posted on the HR website and referrals are made from those who have completed applications. [ed. 9-06]
c. If requested, the director for Employment Services will assist the departmental administrator in selecting applicants who, on the basis of tests, training, and experience, seem best qualified for a particular position and in arranging personal interviews. The selection of a person to be offered employment is done by the department administrator; the director for Employment Services acts only in an advisory capacity in this instance.

d. When selection procedures are completed, the department administrator is required to complete the “Report of Selection” form supplied by the director for Employment Services or available at www.uidaho.edu/hrs. The completed form—fully describing the selection procedures—must be kept on file for at least three years in HR (for classified and non-faculty exempt positions). [ed. 9-06]
C-3. OFFERS. For information on terms and instruments of appointment, see 3080.
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