Summary of February 2023 changes
· Removes process steps which no longer apply or are not necessary to be set forth in policy
· Updates and streamlines process steps which are appropriate to remain in the policy
· General language “clean up” and updates 
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Section 1: Introduction
A. Requests for classified recruitments are processed by Business Center North (BCN)the Human Resources Office (HR).
B. Classified recruitments are conducted by Business Center North (BCN)in the order received.
C. The timeline for completion may be very lengthy. Therefore, the hiring department will need to plan accordingly.
D. The following guidelines are a general overview for classified recruitment and do not include temporary or casual labor, registration, 160 hour and emergency appointments.
Section 2: New Positions
A. When a new classified position is budgetedapproved, the hiring department manager should contact the WNC Human Resources (HR) Office for specific processesas to how to proceed.
1. A memo requesting approval to fill this position also needs to be completed and submitted to the Vice President and President. These written approvals must be received before proceeding.
2. In addition, tThe hiring departmentmanager must obtain, from WNC Finance, the correct account, position number and FTE and make sure the budget has been established for this position should refer to the Chart of Accounts for the position’s accounting/costing information, and to the WNC Budget Office to confirm the position’s budgeted FTE.
3. A form NPDHR-19 (long or short form) will needmust to be completed. HR will advise on completion, assist in obtaining signatures, and submit the form to BCN.
4. After all approvals have been received, the memo and NPD-19 should then be forwarded to the WNC HR Office for processing.
5. The NPD-19 and supporting forms will be forwarded to BCN Personnel Services, when completed.
6. A studyBCN will be conducted  a classification study. which will include comparison with other similar positions; tThis may include a desk audit and/or interviews with the hiring managersupervisor and others to place that position in the correct classificationappropriate staff.
7. When this process is complete, the position then begins the recruitment processOnce the classification is approved, the recruitment process can begin.
Section 3: Existing Position Vacancy
A. When an existing classified position becomes vacant, the department hiring manger needs toshould contact the WNC HR Office as to how to proceedrefer to HR processes and guidance.
1. A memo requesting approval to fill this position must be submitted to the Vice President and President for approval. Human Resources must receive these written approvals before proceeding.
2. After the WNC HR Office receives these written approvals, the necessary forms will be forwarded to BCN Personnel Services to begin the recruitment process.
Section 4: Recruitment Process
A. For some classifications, applications are accepted and kept on file at the WNC HR Office. The hiring department will screen and interview from these applications.
B. For most other vacancies, tThe State will certify an existing list of applicants or BCN will conduct a recruitment.a new recruitment will be initiated depending on the type of recruitment, (i.e. open competitive, NSHE or WNC promotional). This process can be very time consuming. The WNC Human Resources Office will try to keep the hiring department updated on where the process is.
C. Positions at Grade 23 or above will be announced in accordance with Policy 4-3-5.
D. The hiring manager will assemble an interview panel on which the hiring manager will also serve.
1. It is the hiring manager’s responsibility to ensure that each panelist completes a confidentiality/nondisclosure form and training assigned by HR.
2. The interview panel will develop interview and reference check questions for HR approval, and establish an estimated time-frame for meetings, application reviews, and interviews.
E. When the recruitment is completed, tThe hiring departmentinterview panel will be provided with a list of certified intervieweesthe applications.
1. If there are five or fewer applicants, all applicants who meet the minimum qualifications must be are certified, all applicants are interviewed.
2. If there are more than five applicants are listed, they will be ranked by a predetermined testing device to determine thethe interview panel will select five or  tomore to be interviewed.
3. If the list is unranked, the department may choose to interview any of the applicants off the list.BCN will review the applicants selected for interview to ensure they meet the minimum qualifications and all interview standards are met.
4. The Affirmative Action Officer or designee will conduct a review of the applicant pool and the candidates chosen for interviews.
F. The hiring department manager/interview panel will contact and schedule all interviews with candidates.
1. Interviewees should be given a reasonable amount of time to come for the interview.
2. The applicant will need to bring a completed State of Nevada application to the interview, as BCN or State Personnel does not provide a copy of the application to the hiring department.
3. No travel expenses are paid.
4. Interview questions should be prepared in writing ahead of interviews. All applicants should be asked the same questions. For assistance, the WNC HR Office and/or Affirmative Action Officer should be contacted.
G. After theOnce interviews are completed, a memorandum must be forwarded to the appropriate Vice President and President to request approval for hiringthe interview panel will conduct reference checks on the top candidate or the top two candidates in the case of a tie.
1. The interview panel must attempt to contact at least three references.
2. If the interview panel is unable to reach at least three references, the interview panel must document the attempts made to reach the references.
3. The rationale for hiring and the application of the candidate should be attached to this request.
4. No offer of employment is to be made without the Presidents written approval.
H. HR will notify the hiring manager when an offer may be made. No offer of employment is to be made prior to the notification from HR.
I. After tThe approval is received, the department mayhiring manger makes an the employment offer, and upon acceptance, the hiring department will notify notifies those persons interviewed of the final decision by telephoneHR, the interview panel, and the WNC Budget Office of acceptance and start date.
J. The hiring department manager/interview panel will forward the approved memorandum along with the appointees completed application and the start date to the WNC HR Office. For each interviewee, the Interview Record for Classified must be completed in detail by the interviewer, along with a list of those on the interview committee, and a copy of the questions askednotifies the candidates who were interviewed but not selected. HR will update the recruitment and an automated email will be sent informing all applicants that the position has been filled.
K. The WNC HR Office will begin working on the hiring paperwork, once all the necessary materials have been received from the hiring department.
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