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	Hiring Manager

Request for
Hire Approval

Checklist



Type of Recruitment:
	Regular
	
	Continuous
	
	Regional / Multiple Locations
	


	Department / Division:
	     
	Position Control Number (PCN):
	     

	Job Class:
	     
	Hiring Manager:
	     

	Selected Candidate:
	     
	Date Submitted to Agency HR:
	     


List of Each PCN / Selected Candidate(s): 

	     



COMMENTS (including Hire Location)
	     



	Attach this checklist and all required forms to the “Referred Candidate – Hire Details” screen before saving and releasing to request hire approval.  All required information must be received prior to processing the hire approval request.

**You may not offer the position until approved by Agency HR**




All Positions:
	Was this recruitment conducted in accordance with all laws, applicable collective bargaining agreements, polices, procedures, and recruitment guidelines?
	Yes: 
	No:  


	Did you review each applicant to ensure the minimum qualifications (MQs) were met? 
	Yes: 
	No: 


	For each applicant that met MQs, did you determine if they meet Alaska residency requirements for employment?
	Yes: 
	No: 


	For each applicant that met MQs, did you apply your pre-interview selection criteria?
	Yes: 
	No: 


	For each applicant who met the pre-interview selection criteria, did you obtain prior approval from recruitment staff in your Agency HR Office on your decision NOT to interview an applicant with a conviction?
	Yes: 
	No: 
	N/A: 


	Did you offer all 10-point Veterans who met MQs the opportunity to interview?
	Yes: 
	No: 
	N/A: 


	Did you consider all 5-point Veterans and all underrepresented candidates who met MQs?
	Yes: 
	No: 
	N/A: 


	Did you have the selected applicant sign the pre-employment certification form?
	Yes: 
	No: 


Multiple Location Recruitments:

	If you are recruiting in multiple locations and the recruitment results in a location change, Agency HR will not grant hire approval unless the Office of Management and Budget (OMB) has approved the location change.  
	Understood: 


Firearm/Ammunition Positions:
	If this position requires the use or possession of firearms or ammunition, applicants must sign the Firearm Certification Form.  Contact Agency HR if an applicant indicates a domestic violence conviction or if you have any questions.
	Yes: 
	No: 
	N/A: 


Commercial Driver's License (CDL) Required positions:
	Have you submitted a copy of the proposed appointee's CDL with endorsements to Agency HR?

All new hires or employees transferring into a CDL position must take and pass a drug test BEFORE appointment.  Selected candidate cannot start work in a CDL position until Agency HR or designee has scheduled and received confirmation of proposed appointee passing the required drug test.  Agency HR may assist you with this process.
	Yes: 
	No: 
	N/A: 


GGU Full/Part-Time/Seasonal Positions Only:
	If you had three (3) or fewer bargaining unit members who met the MQs, did you offer the opportunity to interview all of them?
	Yes: 
	No: 
	N/A: 


	If you had more than three (3) bargaining unit members who met the MQs, did you offer the opportunity to interview the three (3) most qualified?
	Yes: 
	No: 
	N/A: 


SU Full/Part-Time/Seasonal Positions Only:

	If there are five (5) qualified members in the applicant pool, did you offer the opportunity to interview the bargaining unit members with permanent status?
	Yes: 
	No: 
	N/A: 


CEA Full/Part-Time/Seasonal Positions Only:

	Did you give the opportunity to interview all CEA members who met the MQs?
	Yes: 
	No: 
	N/A: 


All State Employees/Department Employees recruitment Only:

	Have you confirmed all applicants who meet MQs are permanent state employees?

Permanent employee: Someone currently working in the State classified service who has completed a probationary period in a permanent full-time, permanent part-time or permanent seasonal position.  For SU positions, the applicant must be permanent in their current position.
	Yes: 
	No: 
	N/A: 


All Positions - Job Offer:
	Checking references is a policy (AAM 100.120) of the State of Alaska.  Did you check at least two references for the selected candidate?

If the candidate is a current or former state employee, you should request relevant employment records from Employee Records. Your request can be e-mailed to:  

doa.dop.employeerecords@alaska.gov
(Remember to attach your Pre-employment Certification to your request)


Call Employee Records at 465-3380 for assistance. 
	Yes: 
	No: 


Nepotism: 

	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.

If the proposed appointee(s) is related (as noted above) to anyone employed currently working in the department, is a nepotism waiver completed?

**If so, you must have a nepotism waiver approved through your department Commissioner’s Office prior to making the job offer**.
	Yes: 
	No: 
	N/A: 


Other:
	Have you attached all required forms to the “Referred Candidate – Hire Details” screen in OHC? 

Forms may include:

Signed Pre-Employment Certification (REQUIRED)

Alaska Residency Affidavit form (if applicable)

Firearm Certification form (if applicable)

Transcripts (if applicable)

Approved Nepotism Waiver (if applicable)

OMB location change approval (if applicable)
	Yes: 
	No: 


	I understand that I must retain all documentation regarding this selection for two (2) years, in accordance with 2 AAC 07.113.
	Understood: 


	Applicant disposition status and comments must be completed on your entire applicant pool prior to Agency HR approving a job offer.

Have you completed the disposition status and comments?
	Yes: 
	No: 


	I understand that I must notify my entire applicant pool regarding the outcome of the recruitment.  Applicants can be contacted by telephone, email, or in writing.

Note: This should only be done after hire approval is granted and the position accepted or recruitment is extended.

	Understood: 


This recruitment and selection process is in accordance with any applicable departmental policies and procedures.  This recruitment is also in accordance with Department of Administration, Division of Personnel & Labor Relations recruitment guidelines, policies, procedures, collective bargaining contract(s), and State and Federal employment laws.  I also understand that if I deliberately provide false information during this process, I may be liable and lose my rights as a hiring manager.  I certify that the above information is true and complete. Yes:     No: 
Save this checklist as "HireApprovalChecklist PCN__-____" and attach to your requisition.  
IF YOU HAVE ANY QUESTIONS REGARDING THESE PROCEDURES OR ANY PART OF THE RECRUITMENT AND SELECTION PROCESS, PLEASE CONTACT AGENCY HR.
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