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The following is the recommended procedure for the screening of and employment of candidates.   
1.  If an opening is anticipated, it is recommended that the position be announced in the local newspaper, parish bulletin or other publication.  The reason for this is to attract the best qualified person for the position available.  The requirements of the position as announced should match the job description.  The announcement should describe in abbreviated form, the position by title, what the minimum qualifications are, and what the responsibilities of the position are.   

2.  When an individual responds, provide a copy of an application, either an Application for Employment (EMPL01), or an Application for Catholic School Employment (EMPL02).  An application is required in all cases. A resume can be accepted preliminarily to do an initial screening.  However, a resume is not to be used in place of an application.  

Note 1:  An application should not be accepted where the applicant makes the entry “refer to resume” or “refer to enclosed documents”.  The application needs to be completed in its entirety.  

3.  Perform an initial screening.  This should be done by the hiring authority, either the Pastor, the Principal, or the person delegated this responsibility.  The application should be reviewed as follows:    
· Check to see that the application is filled out completely. If the application is not filled out correctly or is incomplete, it could be an indication that the person lacks attention to detail, or possibly an indication that the person may be hiding information thinking you will not follow up.  

· If a resume is submitted along with the application, review both for inconsistencies. 

· Review the application against the posted announcement and job description to determine if the person meets the minimum requirements.
Note 2: At this point, if the hiring authority determines that the person does not meet the minimum qualifications or, if based on a comparison with other applicants, this person is not a competitive candidate, it is recommended that the review process for the individual be halted.  The applicant should be rejected, using Rejection Letter 2. The letter should be sent within 10 days of the determination by the hiring authority that the person is not a competitive candidate.  

4.  If the applicant meets the stated qualifications, then proceed with setting up a one-on-one interview with the hiring authority. The interview should not, except in unique situations, such as the selection of a school principal, be a “panel” interview, or an interview “by committee”.  The reason for this is to prevent inconsistencies and to minimize the risk of inappropriate questions or comments being made that can be perceived as being discriminatory.  It is important that the interviewer exercise care in an interview.  Please refer to the “Dos and Don’ts of Interviewing”. Also, at this time, if a person’s minimum qualifications have educational requirements, the person should be requested to submit transcripts, and copies of any diplomas or certificates.  
Note 3:  At the time of the interview, it is important that the applicant be advised of the following:

· If a position is offered, the offer is contingent on a successful criminal history and background check.    

· Advise the person of the approximate cost. (By this time, the compliance representative or the hiring authority should be able to determine, based on the information on the application, the extent of the criminal history check that is needed (see the criminal history check instructions and fee structure in this guide). 
· Assure the person that any information received as a result of criminal history or background checks will be held in strictest confidence and will not be shared with anyone except with the hiring authority. 
Note 4:  The fees for teachers and certain volunteers who fall under specific Arizona statutes (see the Fingerprint Clearance Card Application), are considerably different. 

5.  Immediately after each interview, it is important that the hiring authority complete the applicant evaluation. The applicant evaluation is a valuable document to enable the hiring authority to distinguish between candidates, using job-related attributes during the interview.  It is also a very valuable document in case the applicant, for whatever reason raises an issue of disparate or inconsistent treatment in the screening or interview process.  
6.  Before an offer of employment is made, the background check should be completed by the hiring authority.  This should consist of:

· A verification via telephone of past employment

· A verification of education transcripts, and any certifications 

· A telephone interview with the references submitted by the applicant using Reference Check form EMPL06. 
Note 5:  It is important that the past employment be verified and that the reference check be completed BEFORE an offer of employment is made, even on a contingency basis.   

7.  After a review of all candidates is completed and a selection is made, then the hiring authority should proceed with making a verbal offer of employment.  At this time, assuming the background check is completed the applicant should be reminded that any offer is contingent on a successful criminal history check.

Note 6:  In exception situations, because of an emergency need, it may be necessary to employ someone on a provisional basis.  In these cases, it is extremely important to inform the individual that any employment is contingent on a successful criminal history and background check.  In these situations, it is also very important that the individual be supervised at all times when working with or in the proximity of minors or vulnerable adults. In these situations, a memorandum of employment should not be provided to the applicant.    

8.  If the criminal history and background checks show there is no reason to disqualify the person, then the hiring authority should proceed with completing the offer by generating employment memorandum (EMPL07).  

Note 7:  If the background check reveals information that might be detrimental or might disqualify the individual, it is important that the hiring authority immediately contact HR Director Richard Serrano, at the Bishop Moreno Pastoral Center 520-792-3410  for assistance. 
APPLICANT SELECTION PROCEDURES – MINISTRY OR VOLUNTEER APPLICANTS.  
Although the qualification requirements for volunteers are not as stringent as for regular employees, all volunteers must undergo the same criminal history checks.  

 The differences between Ministry or Volunteer applicants are as follows:
1.  Volunteers are defined as persons who volunteer their services at least one or more times per month.  

2.  The announcement of vacant ministry or volunteer positions is optional 

3.  An Application for Ministry and Volunteer Service (EMPL03) is required for all candidates. The information is necessary in order to determine the type of criminal history check that is required and also to assist in the performance of the background check (verification of past employment, volunteer activities, references).  
Note 1:  All applicants being selected for ministry or volunteer assignments must undergo both a criminal history check and background check if they will be working with children or in close proximity to children (independent access to or influence). 

4. Although recommended, the use of the following is optional:

· Use of the interview evaluation form

· Use of rejection letters

5.  The prospective volunteer or minister should be notified of the criminal history and background checks that are required, including the necessary fees if applicable.  It is also very important to advise the applicant, the same as a candidate for employment, that any information received as a result of criminal history or background check will be held in strictest confidence and will not be shared with anyone other than the hiring authority.    
6. If the criminal history and background checks show there is no reason to disqualify the ministry or volunteer candidate, the hiring authority has the option of notifying the person that he or she has been accepted. A memorandum of assignment as a volunteer with a termination date is recommended, but is optional.  
Note 2:  If the background check reveals information that might be detrimental or might preclude assigning the individual as a minister or to a volunteer position, it is important that the hiring authority immediately contact HR Director Richard Serrano, at the Bishop Moreno Pastoral Center 520-792-3410  for assistance.  
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