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After selecting your final candidate, please follow this guideline: 
1. Supervisor sends “Non-select After Interview” letters to all interview applicants. - sample letters attached 

2.   Supervisor checks references (sample reference check attached)
   


_____ Number of References Checked – Business
 (required)





_____ Number of References Checked – Personal   (optional)

_____ Number of References Checked – Academic
 (optional)
3.   Supervisor checks with Personnel Officer to discuss selection and starting pay/range before making an offer (if applicable – Hiring above Pay Step 1 requires approval by Deb Phillips and will need a written rationale for pay step exception).

4. Supervisor mails job offer letter, Confidentiality Statement and Social Security Form to finalist.
a. Job offer must be in writing stating offer is conditional upon verification of information provided to the State – see sample letter attached. 
b. Send attached Agency Confidentiality Statement and Social Security Form w/ job offer letter to be signed and returned to HR.
5. Supervisor sends e-mail to Carmen Welch/Thomas Cotnoir with name of successful candidate, job title, date of hire, pay range and step. (Hiring above Pay Step 1 must be approved by Deb Phillips see item #3). 
6. Supervisor sends all interview notes, application material, letters, completed Certificate of Eligibles (for Open Competitive jobs), etc. used for selection back to Carmen Welch/Thomas Cotnoir at NRSC. 
_____________________________________________________________________

7. HR verifies academic qualifications (original transcripts/degree) if applicable.   
 
8. HR verifies license/certification (if applicable)
9. HR conducts criminal background check.
10. HR conducts driver’s license check if driving is required of job. 
For electronic forms of attachments, go to the NRSC website, click on “Forms” at http://www.maine.gov/nrsc/ 

INFORMATIONAL ONLY
OVERVIEW OF VERIFICATION PROCESS

PERSONNEL SCREENING AND POLICY

Verification of information pertaining to applicants and new employees is a responsibility that is shared by the Bureau of Human Resources and appointing authorities.  BHR is responsible to ensure that applications are complete, with the appropriate verifications, left to agency interview/selection panels and agency HR representatives.  

All selections should be considered conditional until all prescribed verifications for a particular position are completed.  All verifications must be completed prior to the end of the probationary period.

Employment Application 

· For competitive positions completeness verified by Bureau of Human Resources.  

· Application returned to applicant if incomplete.  

· For direct hire positions completeness verified by agency human resource representative.

Employment References
· Gathered by interview/selection panel chair or member or other appropriate agency staff designated by the interview/selection panel chair.  

· At least one work-related reference, preferably from the last previous and/or the most job-related employer.  Additional work-related references are encouraged.  In addition to ascertaining that the person was, in fact, employed with the organization in question, reference check should include:

· At a minimum, a business reference should include the position held, whether full-time or part-time, dates of employment and eligibility for rehire.

· To the extent a former employer is willing to provide additional information, reference questions should be directly associated with the Core Competencies, Knowledge and Skills, Terms and Conditions and, for applicable supervisory positions, Manager found in the State of Maine Performance Management Form (PER 119 3/97 or its successor).   

· In the absence of a work-related reference, a personal reference may be included.  

Resumes

· Completeness verified by interview/selection panel chair or member for completeness.  

· Special attention should be given to account for significant gaps in employment history.

Academic Qualifications  

· Verify graduation, degree conferred, and major/minor fields of study.  

· Verify that educational institution is accredited by a nationally recognized accrediting agency that the United States Secretary of Education has determined to be a reliable authority as to the quality of education or training provided by the institution if higher education and the higher education programs they accredit.  [List published by the U.S. Secretary of Education may be found at the ED.gov website.]  

· Copy of degree into personnel file only after interview/selection panel chair or member and/or appropriate agency HR representative has viewed original document.  Person verifying authenticity of copy and accreditation must indicate original viewed and accreditation verified, sign and date copy for employee personnel file.(
Licenses/Certifications  

· Verify possession of license/certification required by the classification to which the employee has applied or which has been used to establish qualification for the classification to be employed.  

· Copy of license into personnel file only after interview/selection panel chair or member or appropriate agency HR representative has viewed original document.  Person verifying authenticity of copy must indicate original viewed, sign and date copy for employee personnel file. Verify authenticity of license/certification directly with the granting authority, such as a licensing board.    [image: image1.png]



As part of the new hire process, we are now required to conduct background checks and verify licenses, degrees, colleges, etc. for all new hires, acting capacity, and project hires off the street. This does not apply to current employees who promote, demote or transfer. In order to facilitate the process, this guideline was prepared to assist supervisors after the interviews are completed:











What to Return to HR: 


(NRSC, #155 SHS, Augusta, ME 04333)


Brief e-mail of new hire’s name, date of hire, pay range/step


Copy of Job Offer Letter with name, date of hire, pay range/step.


Reference check forms on new hire (#business/#academic/#personal) 


Signed Agency Confidentiality Statement & Social Security Form 


All applications if Direct Hire or completed cert (Certificate of Eligibles)  notes/materials from interview.


Copies of original documents (if applicable to be brought by candidate to new hire paperwork day)














( The term “personnel file” is not specifically defined in Civil Service Law or Civil Service Rules.  The CS Law, 5 MRSA, §7071 defines what records the Director, BHR is required to maintain.  These requirements are further defined in CS Rules, Chapter 14.  It is these records that constitute the “personnel file” within the state service.  The official “personnel file” is maintained at the Bureau of Human Resources.  Agency personnel files are considered an extension of the official personnel file, subject to the provisions of the 5 MRSA, § 7070 and §7071.  
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