
	Department / Division:
	     
	Position Control Number (PCN):

Position Vacancy Date: 
	     
     

	Job Class:
	     
	Hiring Manager:
	     

	Selected Candidate:
	     
	Date Submitted to DOP:
	     


	Please send this checklist as an email attachment to recruitment staff in your Agency HR Office to receive approval for your hire.  If you have not completed this form, your request will be returned.  Explain any "No" answers in the "Comments" section.


All LTC recruitments:
	Did you read the LTC Hire Guidelines prior to proceeding with this recruitment?
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 



LTC Non Permanent positions:

	Have you requested and received an approved Non Perm Request from the Division of Personnel & Labor Relations, Classification Unit?
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 

	N/A:  FORMCHECKBOX 



	Have you sent recruitment staff in your Agency HR Office the completed Request for Worker form for submission to Local 71 Union?
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 

	N/A:  FORMCHECKBOX 



LTC Permanent Positions:
	Does the PD accurately reflect the duties, supervisory relationships, physical requirements, and organizational structure for the position?
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 



LTC Permanent positions - Promotions:
	Have you contacted recruitment staff in your Agency HR Office to confirm there are no layoffs prior to posting your job announcement at the duty station?
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 

	N/A:  FORMCHECKBOX 



	After posting for four (4) working days, did you fax the job announcement to recruitment staff in your Agency HR Office to confirm the seniority of the interested employees before you started the interview process?
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 

	N/A:  FORMCHECKBOX 



	If neither of the top senior applicants are considered qualified and competent for the position, did you provide a written reason to recruitment staff in your Agency HR Office on why you want to reject the applicant(s)?
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 

	N/A:  FORMCHECKBOX 



LTC Union Referral:
	Have you emailed recruitment staff in your Agency HR Office the completed LTC Request for Referral form for submission to Local Union?
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 

	N/A:  FORMCHECKBOX 



	Did you interview all Union-referred candidates?
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 

	N/A:  FORMCHECKBOX 



	If neither of the referred applicants are considered qualified and competent for the position, did you provide a written reason why you want to reject the applicant(s) to recruitment staff in your Agency HR Office?
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 

	N/A:  FORMCHECKBOX 



Transfers/Demotions:
	Have you contacted recruitment staff in your Agency HR Office for approval if you would like to offer the position to either a transfer or demotion applicant? (It is required to post your vacancy for 4 days for promotional opportunities.  If no promotional candidate applies, you may accept transfers and/or demotion candidates).
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 

	N/A:  FORMCHECKBOX 



Nonpermanent to Permanent: 
	Did you give an opportunity to permanent part-time employees in your duty station first rights of refusal to this entry-level position?
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 

	N/A:  FORMCHECKBOX 



All LTC recruitments:
	Did you have all applicants who you interviewed sign the Pre-Employment Certification form prior to or at the time of interview?  

You must have the Pre-Employment Certification form signed prior to contacting references and requesting hire approval.
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 



	Checking references is a policy (AAM 100.120) of the State of Alaska; did you check references for the proposed appointee?
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 



	State Policy prohibits employees from being in an employment relationship with an immediate family member, including a conjugal relationship that is not a legal marriage or with an individual who is related within and including the second degree of kindred.

Applicant(s) selected for interview will be required to disclose at time of interview if he/she has an immediate family member or are related within and including the second degree of kindred to an individual employed in the department in which they are seeking employment.  This information will be disclosed on the Pre-Employment Certification form.

Is the proposed appointee(s) related (as noted above) to anyone employed currently working in the department?

**If so, you must have a nepotism waiver approved prior to making the job offer**.
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 



Commercial Driver's License (CDL) Required positions:
	Have you submitted a copy of the proposed appointee's CDL with endorsements to recruitment staff in your Agency HR Office? 
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 

	N/A:  FORMCHECKBOX 



	Did you provide the applicant(s) a Certification of Employment as a Commercial Motor Vehicle Operator prior to or at time of interview?
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 

	N/A:  FORMCHECKBOX 



Firearm Positions:

	Did you have all applicants sign the Firearms Certification Form prior to or at time of interview?
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 

	N/A:  FORMCHECKBOX 



LTC Hire Approval:
	Have you submitted the Pre-Employment Certification form, residency affidavit form, firearm certification form (if necessary), Nepotism Waiver (if applicable), copy of CDL with endorsements (if applicable) and all relevant information to recruitment staff in your Agency HR Office for hiring approval? 
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 



Save this checklist as "HireAppChecklist PCN           -            . Email this file as an attachment to recruitment staff in your Agency HR Office, see below.
· DOA – doa.recruitment@alaska.gov 

· CCED – dcced.recruitment@alaska.gov
· DOC – doc.hr.recruitment@alaska.gov 

             doc.recruitment@alaska.gov (Special Recruitment Unit Only)
· EED – eed.recruitment@alaska.gov 
· DEC – dec.recruitment@alaska.gov 
· F&G – dfg.recruitment@alaska.gov  
· H&SS – hss.recruitment@alaska.gov
· DOLWD – dol.recruitment@alaska.gov 

· LAW – law.recruitment@alaska.gov
· MVA – mva.recruitment@alaska.gov
· DNR – dnr.recruitment@alaska.gov 

· DPS – dps.recruitment@alaska.gov  
· DOR – dor.recruitment@alaska.gov 

· DOT – dot.recruitment@alaska.gov 

**You may not offer the position until approved by recruitment staff in your Agency HR Office**.
COMMENTS (Please explain below any "No" answers)

	     



IF YOU HAVE ANY QUESTIONS REGARDING THESE PROCEDURES OR ANY PART OF THE HIRING PROCESS, PLEASE CONTACT RECRUITMENT STAFF IN YOUR AGENCY HR OFFICE.
Updated: 5/07/2012

