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SUBJECT: TYPES OF POSITIONS, APPOINTMENTS, AND STATUS DATES
IN CITY EMPLOYMENT

PURPOSE:
To specify and define employment process terms for uniform use and interpretation.

POLICY/DEFINITIONS:

After a hiring authority has interviewed a sufficient number of candidates to reach a
selection decision from an existing eligibility list, a reference check of the final
candidates shall be conducted by the hiring department, or the Human Resources
Department at the request of the hiring department.

When the final candidate has been determined, the hiring authority shall contact the
chosen candidate to inform him/her of the appointment and the conditions and
compensation of the position. Appropriate written confirmation including use of the
Conditional Offer of Employment letter, may follow and become a permanent record in
the employee's personnel file. Appointments above the mid-range of the salary index
require the prior approval of the City Manager. The hiring authority should emphasize to
the candidate that final appointment is subject to successful completion of a medical
exam, including laboratory testing, a drug screen, a reference check, a Livescan
background check, and a probationary period. The candidate should be informed not to
give his/her current employer notice of termination until successful completion of all
medical screening and reference checks. All appointments are subject to approval of
the Department Head, Human Resources Director, and City Manager.

The hiring department shall complete a Personnel Action Form and send it to the
Human Resources Department, along with the selected candidate's application, in order
to start the “hiring in” process. The applicants remaining on the certified eligibility list,
the completed interview rating sheets, and Certification of Eligibles form, should be
returned to the Human Resources Department within one (1) week of appointment so
that Human Resources may notify other interviewed candidates of their status on the
eligibility list. If the hiring department has already notified the unsuccessful candidates,
a copy of the correspondence must be sent to the Human Resources Department along
with the certification package.



