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1. Purpose
The purpose of this Policy is to establish procedures to ensure consistent on-boarding processes for administrative and classified employee hires.

2. Scope
This policy applies to all searches for administrative and classified positions.

3. Procedures
Prior to initiating a search:

It is important to that several key steps are taken to avoid issues later in the process.   These include:

· Current Job Description – Provide a current job description to Human Resources for appropriate wording, labor classification and consistency across the institution

· Compensation Analysis – The HR and Budget Offices need to review the position based on the job description for proper CUPA classification to determine the appropriate wage hiring range.

· Budget – The Budget Office needs to verify the funds exist in the departmental budget to support the hire.   
· Authorization to Proceed – Once the steps above are completed the proposed hire request is routed through the EVP for Finance and Administration and to the President for approval (if necessary).

The steps above are documented on the attached Appendix A. – Position Requisition Form, and routed for approval as indicated on the form.
All hiring managers will utilize the procedures set forth herein for the search and on-boarding of new employees.

Once search is approved: 

· Prepare advertisement for the job and send to HR for approval.

· Once approved the advertisement can be posted by the hiring manager (newspaper, magazines, on-line, etc.)    HR will post the advertisement on the MBU website.   

· Applications/resumes to be reviewed by supervisor or hiring committee. Interviews are set up and references are checked.
· Once a candidate is selected, but before an offer is made, send the Selection.com Employment Inquiry Release form (attached) to Human Resources for background/credential check. This form is filled out by the candidate during the application process for an hourly position or at the interview stage for a salaried position.
· Once Human Resources receives the results of the background check and approves the candidate, an official offer can be made by the supervisor (AN OFFER CANNOT BE MADE UNTIL HUMAN RESOURCES VERIFIES CANDIDATE INFORMATION).
· Once the offer is made, contact the Human Resources office in order for an employment letter to be issued.
Once the Employee is Hired:

· Supervisor must schedule orientation meeting (benefits,I-9’s, tax papers, ID# creation,etc.) with HR on or before the first day of employment.
· Supervisor needs to complete “New Employee Checklist of CIS Services” form online for computer access, email, cell phones, etc., for the new employee.  This form is on the MBU website under IT quick links.  Also, send a copy of the completed form to Human Resources.
· Employee needs to contact Security for ID card and parking decal (x7000)
· If employee needs keys, Supervisor should contact Physical Plant (x7207)
· If employee needs a credit card, Supervisor should contact Accounts Payable (x7369)
· Other- Staunton phone books are available at Support Services; MBC telephone directories can be printed from the MBC website under the CIS section; campus tour.

Separation of Service:
Voluntary Resignation-
· Supervisor needs to inform HR & IT of the resignation during the same business day of notification from the employee, if possible.
· Resignation letter from the resigning employee needs to be sent to HR for filing.
· Supervisor needs to notify employee to turn in keys (Physical Plant), credit cards (Accounts Payable), ID Card (Human Resources), parking decal(Security), and cell phone (Supervisor).  By law, a payroll check cannot be held if these items are not recovered.  It is the supervisor’s responsibility to return all items to appropriate college departments.
· Supervisor needs to inform the exiting employee to contact Human Resources to schedule an exit interview and to go over the loss of benefits.  At this time if employee still has any other college property, it can be turned in to HR at this time.

Involuntary Separation – 
· Supervisor needs to consult with Human Resources BEFORE terminating the employee.
· When Human Resources verifies that the action is appropriate, the supervisor can meet with the employee to discuss the appropriate action.
· All documentation concerning the situation needs to be sent to Human Resources for the employee’s file.
· Supervisor needs to prepare a letter to be given to or sent to the employee to detail the action taken.
· Supervisor needs to notify employee to turn in keys (Physical Plant), credit cards (Accounts Payable), ID Card (Human Resources), parking decal (Security), and cell phone (Supervisor).  By law, a payroll check cannot be held if these items are not recovered.  It is the supervisor’s responsibility to return all items to appropriate college departments.
· Supervisor needs to inform the exiting employee to contact Human Resources to schedule an exit interview and to go over the loss of benefits.  At this time if employee still has any other college property, and can be turned in to HR at this time.

4. Responsibilities

Each executive staff member is responsible for ensuring that the procedures outlined herein are applied within her/his area of responsibility.   The Executive Vice President for Finance and Administration and the Director of Human Resources are responsible for the periodic update of this policy.
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