Procedure 1-34

CHILD & FAMILY DEVELOPMENT PROGRAMS
Hiring Procedure

· Refer to CAT Personnel Policies, Articles 2-4 and CAT Fiscal Procedural Details

· Notify Head Start Director of job vacancy

· Notify the fiscal department of the job vacancy and send an in-house announcement and corresponding job description to the fiscal department. The fiscal department will send out in-house job announcements prior to their release for an outside advertisement. NOTE: In-house job announcements must be posted for five business days.

· Check for copies of CAT Personnel Policies Book. Each New hire must be given their own copy to keep.  When you notify the fiscal department of job opening, request orientation packets and/or personnel policies books as needed for each position.

· If the in-house vacancy is not filled within a reasonable time or sufficient applications have not been received, then the vacancy will be open to the general public and advertised in the local news, media, employment offices, www.nworheadstart.org web page, www.cat-team.org, Craig’s List, TV stations, and other agencies.  Center Managers will post all center positions that are open and Area Supervisors will post county wide positions.  CAT and Rainier Admin secretaries must be contacted to post job positions on the websites after the in house posting expires and notified after the position is filled. 
· Provide out of house applicants with form 1-63, the employment application, the notice to applicant cover letter and the Child Care Division consent form for a criminal history check.  In house applicants need to apply with a letter of intent, updated resume and criminal history check if working for a non CFDP.
· Review applications and select qualified applicants to interview for the position or to determine the need to re-advertise.

· Select an interview team of two staff members (direct supervisor when possible) and one parent Policy Council representative. Interview team should consist of the same members interviewing applicants for the same position for consistency.  NOTE: You may need to select an interview team member from another site in order to select an impartial team.

· Determine the best day and time for the interview team to conduct the interviews. Allow time for the team to review the applications before the interview and time for the team to discuss the applicants at the end of all interviews.

· Call applicants to schedule their interview appointments.  Instruct applicants to bring a copy of all college transcripts to interview if interviewing for family services and educational position.  Bring CDL/ODE and S endorsement if interviewing for bus driver position.  Bring food handler permit if interviewing for nutrition/cook position.  Bring a copy of the Criminal History letter when possible. 
· Get interview questions from Admin Office.  Make a copy for each member of the interview team for each applicant being interviewed.

· Interview applicants, discuss and make decision among members of the interview team.

· Check at least three references using form 1-58 for all new hires and in house applicants.

· Check at least one past or present employer/supervisor after verbally getting permission from the interviewee

· Use professional/personal references from reference list who are not related to the interviewee

· If unable to contact three references, call the interviewee and ask for additional references
· If responses from references can not be obtained, attach Form 1-58 and list reason

· Call the Child Care Division 1-800-556-6616 to verify by phone that the applicant is on the Criminal History Background Registry. Record the registry dates on the persons’ application. Request that the Child Care Division send the written verification to the Admin office in Rainier.  Give the Child Care Division code number PC6 in order to link the applicant to Head Start.
· If the applicant’s references are acceptable and they are registered with the Child Care Division, send the applicant to complete a WorkSAFE non-DOT pre-placement drug screen. Call the fiscal department and request a P.O. number. Complete the WorkSAFE form in the C.A.T. administration manual.  Write the name of the applicant on the PO and send the original WorkSAFE form with the applicant to take to the screening. Make a copy of the WorkSAFE form for the PO and send to CAT Fiscal department.
· WorkSAFE will notify the fiscal department, who will then notify the CM with the result. The CM may hire the applicant it the results are negative.

· Make the job offer and discuss wage and hours. Let the applicant know that the hire is dependent on Policy Council approval.

· All new employees may not start working until the complete packet of information requested has been received and the hiring  approved by both the Program Director and the Executive Director.   
· The CM completes form 1-55, Recommendation for Employment, and sends typed form to the program Director to take to Policy Council for approval for all in house position changes and new employees. The new staff member is hired pending Policy Council approval.
· The CM completes form 1-52, Employee Action, on all new employees and in-house position changes.  All new employees and in-house employees have 3, 6, and 9 month performance appraisals.
· The CM follows the checklist Form 1-51 makes copies for a center file and sends all originals to the Director at the Admin office in Rainier.  The official employee file will be maintained at the CAT office in St. Helens.
· W-4 - The new employee completes a W-4
· W-5  If the employees is interested and eligible they complete an Employee Earned Income Credit Advance payment form
· I-9 - The new employee completes their section of the I-9 and shows the CM the required documentation. Make a copy of the required documentation and attach to the I-9. The CM may record the required information from the documentation on the I-9 and complete the form. The I-9 must be completed and on file in the fiscal office within five days of hire.
· Confidentiality forms – The employee must sign both the confidentiality forms for CAT and CFDP Form 1-20 upon hire.  Form 1-20 is updated annually
· Personal information sheet – New hire must complete the personal information sheets for both CAT and CFDP Form 1-25.  Form 1-25 is updated annually.
· Medical information – New employees shall be given a copy of Policy 1-1 and complete Form 1-26 within 30 days of hire.  Form 1-26 is updated annually.
· Child Guidance – new employee will read and sign Form 2-27.  This form is updated annually.
· Vehicle Insurance Validation Statement – new employee completes the Vehicle Insurance Validation Statement.
· Safety Modules – New employee is to be given a copy of Module1 and Module 2 from the OSHA Employee Safety Workbook.  New employee will complete quizzes for Module 1 and Module 2 to be turned in.
· Employee Acknowledgement - The CM gives the new employee a copy of the Community Action Team, Inc. Personnel Policies and Procedures to keep. The new employee and the CM will go over the policies together.  Once finished, the new employee and CM will complete both copies of the Community Action Team, Inc. Employee Acknowledgement Form.  One copy will remain in the book with the employee and the second copy will be turned in for the employee file.
· Orientation Checklist – If the CM is completing new staff orientation, they will use the packet provided by the CAT fiscal office, including the Orientation Checklist for New Employees.  The form will be completed, signed by CM and new employee, and turned in for the staff file.  Employee will be given the number for the CAT fiscal office and directed to contact them with questions or if further clarification is needed.
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