Hiring Guide for Benefitted Employees (CSULB Research Foundation)

Purpose

This guide outlines the standardized process for recruiting, selecting, and
onboarding benefitted employees in compliance with Research Foundation policies
and applicable employment regulations.

Step 1: Job Posting

All benefitted positions must be posted for a minimum of 10 business days (2
weeks). Hiring manager must submit a Job Posting Announcement to HR. HR will
post the position within 3 business days and forward applications.

e Once position is posted: As resumes and/or applications are received by HR.
The HR Coordinator will email them to the hiring individual listed on the posting.
Please let HR know if resumes should be sent to multiple individuals.

Step 2: Interview Process

e HRrecommends interviewing a minimum of 3 qualified individuals.

e Setup aninterview committee and develop pertinent questions to ask each
candidate. Interview questions must be job related. If you need assistance with
this, please contact HR.

e (Candidates must provide a complete application. If the candidate did not
provide a completed Employment Application when they applied, please have
them complete one and submit before their scheduled interview. All areas of the
application must be completed. It cannot simply indicate “See Resume.”
Please be sure to forward the original copy to HR for the hiring file.

IMPORTANT NOTE: Employers (and anyone involved in the hiring process) are NOT
allowed to ask about:

e Acandidate’s prior wage history and/or criminal background history under any
circumstances. If the candidate volunteers wage information or criminal history
information without being prompted by anyone involved in the hiring process,
the information may be taken into consideration.

e Please refrain from asking and/or discussing any personal related subjects
(personal life, marital status, dependents/children, religion, ethnicity, etc.).



All benefitted positions are contingent upon successfully completing the
background test. The background requirement cannot be mentioned until after
an offer of employment is made to the candidate.

Step 3: Reference Checks

Once you have selected your candidate(s), we will need you (or someone that

assists you, not a student employee) to complete and document 2-3 required
professional reference checks.

Please check the employment application to see if you have authority to contact
the candidate’s current employer. If not, please focus the reference check on
their prior employer and the professional references listed in the application.
You may ask the candidate for additional professional references if needed.

Document the following in writing as best you can for their personnel file:

Candidate’s name

Position applying for

Date reference check done

Reference check conducted by (name & title)

Individual Contacted and Contact number — name & title (if contacted vis e-mail
attach copy of e-mail correspondence)

Institution/company contacted

Institution/company contact number

Here are some sample reference check questions, as applicable (professional vs.

personal reference). As you talk to the individual contacted, you can expand the

questions. As always, please refrain from discussing the individual’s personal life

(marital status, dependents, religion, ethnicity, etc.). The goalis, at the end of the

conversation, for you to feel you can adequately assess whether this person is

qualified, will be a good addition to your team and work well with you and your staff.

Verify title, position, and dates of hire with prior organization

How do they know the candidate?

Please briefly describe what the candidate did for your organization.
Canyou tell me about the candidate’s strengths?

What would be an area of improvement for the candidate?

Would you re-hire the candidate?

Rate dependability (1 to 10— 10 being the strongest)

Rate attendance/punctuality (1 to 10 - 10 being the strongest)

Rate initiative (1 to 10 — 10 being the strongest)



e Anything else they feel we should know about the candidate?

Upon completion of the reference check, please forward to the Associate Director
of HR and Benefit Services in HR for the Personnel File.

Step 4: Offer of Employment

Once a candidate is selected, the hiring program must notify the Associate Director
of HR and Benefit Services. This notification will prompt a final interview conducted
by HR department.

Once this has been conducted. HR will extend the contingent offer of employment.
The candidate will be informed that the next step in the process is the completion of
a required background check.

The start date may not occur before HR receives and approves background
clearance. A start date of at least two (2) weeks from the date of the conditional
offer is recommended.

The Associate Director of HR and Benefits Services will send the candidate the
Background Check Authorization Form allowing HR to conduct the background
check.

The Employment Status Form power form should be completed and routed for
authorized signature while the background check is in process.

Once the background check results are received, the Associate Director of HR and
Benefits will:

e Confirm the start date with the hiring department

e Send the candidate the Official Offer Letter (Contingent upon completed
background clearance and receipt of the Employment Status Form)

e Once the candidate accepts the official offer, HR will:

e Invite the employee to create an Employee Self-Service (ESS) accountin
Empeon (payroll vendor)

e Launchthe employee the New Hire Pathway for onboarding.

Step 5: Payroll

e Timecards are due each pay period according to the Research Foundation Semi-
Monthly Pay Schedule.



Employees are paid 10 days after the end of each pay period:

Period 1 (1st-15th): Paid on the 25th.

Period 2 (16th-end): Paid on the 10th of following month.

Late timecards may result in termination; auditors monitor compliance.
Employees are encouraged to enroll in direct deposit.

Forms and schedules can be found on the Research Foundation website.
www.csulb.edu/research-foundation/forms

Step 6: Special Employment Requirements

Live Scan required for employees working with children/elderly (prior to start
and annually).

International hires require full HR and Tax Analyst clearance before starting
(approx. 2 weeks).

Required documents: VISA, Passport, |1-20, I1-94, SSN (if available).
Employees cannot work or be paid before clearance.

H1B employees must be petitioned by the Research Foundation.

AlWLH1B costs are the responsibility of the project/individual.

Employment Separation

Upon separation of employment from the program, a completed Employment
Separation Form is required for each employee. This form should be attached to the
final timecard when submitted to Payroll. This notifies HR that the individual should
be deactivated from the HR and Payroll system.


https://www.csulb.edu/research-foundation/forms



