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Application Review and Pre-Hiring Guidelines: 
1. Upon receiving applications, you must first “Pass” or “Fail” applicants based on the Minimum Qualifications.  
a. Supervisor must Pass or Fail candidate by reviewing application and check marking application on page 6 under Agency Personnel Use Only.  Date it and sign under Rater’s Name.
b. If candidate fails, check “Fail” box and write “does not meet minimum qualifications” under Results.
c. If candidate passes and will be interviewed please write “candidate selected for interview” and check the “Pass” box.
d. If candidate passes but is NOT selected for an interview please briefly state reason for not selecting for an interview, ie “does not have enough experience in (specified field)”.

2.   We would like no less than six (6) candidates interviewed (assuming that many qualified). 

3. All unqualified candidates and those not selected for an interview must be sent a “white” postcard (for parks), or letter for other depts. as soon as possible.  Preferably before interviews are held. 

4. Notify those who will be interviewed:
a. Can be notified by phone and or email. 
b. If candidate cannot be contacted by phone and email, please send a letter with the exact date and time of the interview and give them a phone number to reach you to either accept or decline the interview.

c. Schedule interviews as soon as possible after closing date, if posting is required.
5. Interview questions must be reviewed by HR. 

[image: image1.png]



�After receiving approval to fill a vacancy, please follow the instructions below for seasonal hires. PART A





What to Remember: 


Any candidate who is currently working for the hiring department and who meets the minimum qualifications must be interviewed.  If this is an Operation & Maintenance BU and an employee applies Call Thomas Cotnoir 287-5046�


Send white postcard (for Parks) to applicants who applied and will not be invited to interview.





Remind interviewed candidates that all selections are considered conditional until background check/verifications are completed prior to the end of the probationary period. (i.e. verify Lifeguard certification)












