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Alternate Staff Hiring Staff Policy and Procedures

POLICY:  NMCAA follows the Agency Personnel Policies, and Head Start Program Performance Standards. 
Due to state and federal FBI fingerprint check restrictions only those staff working in a licensed child care setting are able to fully comply with the above Performance Standard 1302.9(b).  The following policy and procedure is in accordance with DHHS Docket Number HHS-ACF-2019-0006: The date for programs to comply with background checks procedures as described in 45 CFR 1302.90(b) is further delayed until September 20, 2021

PROCEDURES TO HIRE A NEW STAFF MEMBER:
· Discuss the position with your supervisor.

· Refer to the EHS Weebly website for specific job descriptions.  
· Create a job posting using the Job Posting Form located on HS Weebly website.
· Inform parents of a vacant position via newsletter, Help Wanted posting, NMCAA Facebook page, or refer to www.nmcaa.net as needed. 
· Assemble proposed interview dates/time and location with the hiring team.

· Policy Council representation (EHS/HS) is encouraged when interviewing.  Program Support will set up the Policy Council Representative upon the supervisor’s request. 

· Remind team members of the professionalism and confidentiality that is expected at NMCAA throughout this process. 
HIRING ASSISTANCE FROM PROGRAM SUPPORT   HUMAN RESOURCES ADMINISTRATIVE ASSISTANT:
· Program Support are available to set up the interview schedule with interviewees after the supervisor chooses the potential applicants. There will be 10-15 minutes between each interview.
· Program Support can advise applicants of the time, date, location, expected length of the interview, and approximate size of the interview team.
· Program Support will ask each applicant to arrive 10-15 minutes early to complete the written interview question.
· Program Support will send interview packets to the potential applicants upon the supervisor’s request. A general packet includes the Mission-Vision-Philosophy Statement, Cornerstones of Culture, Child Development Program Guidance Policy, Right to Work information, E-Verify, Agency Postcard, and job description when discussed with Support Staff.
· Program Support is available to conduct telephone reference checks after the interviews and when the final applicant has been selected.
· Program Support will send “thanks for your time and effort” letters or email to applicants not chosen if asked to do so by the Supervisor.
CONDUCTING INTERVIEWS:  
· Discuss the interview process and review the 25 Off-limits Interview Questions with team members.

· Maintain absolute confidentiality of the selection process and do not discuss with anyone outside the interview process/selection team.

· All hiring team members will read and sign the Interview Selection Team Confidentiality Policy.

· Ensure that the same procedure is followed for each applicant.

· Provide applicants with a copy of the job description, Mission-Vision-Philosophy Statement, Cornerstones of Culture, written question, and other pertinent materials.
· Collect any paperwork from the applicant. 
· Escort the applicant into the room, direct them where to sit, offer a glass of water, provide the interview questions, and introduce the team.










· Put the applicant at ease by explaining the interview process (the team will take turns asking questions, we will take notes). Maintain some eye contact while taking notes.  

· Read the Mission-Vision-Philosophy Statement to the team and applicant.

· It’s now time to ask the first question.

· Let the applicant "do the talking." It is important to listen and concentrate on what they are saying. The applicant should carry 80-85% of the total conversation. The team members' input should be limited to asking questions, probing deeper, and keeping the applicant on track. The team should clear up points on the resume and ask follow-up questions that encourage the applicant to talk.

· Allow silence after asking a question so that you don't interrupt the applicant’s thinking process. Encourage applicants with "take your time, we want you to be specific."
· Inform the applicant of the timeline for selecting a finalist and filling the position.

· Keep to the time schedule.
· Once the interview(s) are complete, discuss the strengths and possible challenges regarding each applicant.  In most situations, it is appropriate to ask the Policy Council Representative their thoughts first. 





FOR SELECTED APPLICANTS:
· Complete reference checks with a minimum of two completed work/professional references and one personal reference check.  
· If the applicant is a current parent, Director approval must be obtained. 
· When offering a position, let the applicant know this is pending upon reference checks, background checks, medical clearance/TB screenings, and Policy Council approval.  Please see the Alternate Staff Screening Policy for detailed information regarding background checks. 
· Contact the Human Resources Administrative Assistant, and request that they send the medical clearance/TB forms, DHHS clearance form, and the ICHAT/SORS clearance to the potential employee.  The Human Resources Administrative Assistant will then run the ICHAT/SORS clearance. 

· Complete the Personnel Information for Policy Council sheet and return it to Program Support. Voting takes place once a month.
· Supervisors begin to collect and organize Employment Papers Request form to initiate the UKG New Hire Checklist.
· Explain First Aid, and CPR requirements to the applicant.  

· Education staff will record all training on the on the MI Early Childhood Care and Education Professional Development Record that will be kept in the Employee Center File.

COMPLETING EMPLOYMENT PAPERWORK:

· Supervisor is responsible for collecting the Employment Paperwork documentation listed on the Employment Papers Request form.

· Ensuring forms of ID and certifications are valid and forms are completed with signatures and dates, as necessary. 

· Ask applicant to bring copy of Driver’s License/State ID, copy of current Auto Insurance and the I-9 required documents that will be used in Kronos (see page 3 of the I9 Document for a list of acceptable forms of ID).


· Supervisor will transmit the completed Employment Paperwork form, attached with the required documentation to the Human Resources Department. 

· Human Resources Department will then initiate the Conditional Job Offer Letter via the applicant’s personal email.  New hire employees must accept an Offer Letter PRIOR to the first day of employment.
· Hiring supervisors MUST submit New Hire information to HR a few days prior to the first day of employment and confirm when the start date can happen.  The Offer Letter is then created by HR and sent to the new hire and supervisor.
· Once HR receives the signed Job Offer Letter back from the applicant, HR will initiate the New Hire Checklist on UKG.
· The 1-9 document that the new employee completes MUST be completed NO LATER than the FIRST day of employment.  The new hire checklist in UKG must be set up and ready for the new employee to complete BEFORE their first day of employment.
· Supervisors still have up to 3 days to verify and COMPLETE  the employer section.
ADDITIONAL SUPERVISOR ITEMS:

· Fill out and email the Personnel Information for Policy Council Template form to Program Support to ensure Policy Council (EHS/HS Only) approval of the selected applicant.  This includes staff that have transferred to a new classroom or site. 
· Distribute the completed Annual Pre-service Orientation and Training Checklist forms as indicated for the employee file, DMT, and Human Resources Department.

· Update Weebly staffing charts.
· When transferring a current employee to a different classroom that employee will be put on a training period, even if their job title is the same.

· Policy Council members may be hired as substitutes.  They may work up to 40 hours in a one-month period (See Policy Council By-laws). 

· Begin the Onboarding process by setting up times to meet with each PSC, Coach and Manager, prioritizing CPR/First Aid, along with watching the Safe Sleep and SUID videos on Weebly.

References:  HSPPS 1302.47 (3,4,5,6,7) 1302.90 (b)(I)(iv), DHHS Docket Number HHS- 2019-0006
Distribution: Place in Supervisor Manual
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