

	Department / Division:
	     
	Position Control Number (PCN):
	     

	Job Class:
	 FORMCHECKBOX 
 Student Intern I

 FORMCHECKBOX 
 Student Intern II

 FORMCHECKBOX 
 College Intern I

 FORMCHECKBOX 
 College Intern II

 FORMCHECKBOX 
 College Intern III

 FORMCHECKBOX 
 College Intern IV

 FORMCHECKBOX 
 Graduate Intern I

 FORMCHECKBOX 
 Graduate Intern II
	Hiring Manager:
	     

	On what date (MM/DD/YR) does/did this position become vacant or established:
	     
	Date submitted to Division of Personnel & Labor Relations (DOPLR):
	     


	Please send this checklist as an email attachment to recruitment staff in your Agency HR Office for posting.  If you have not completed this form, your request will be returned.  


	Have you received a Workplace Alaska (WPA) user ID and password.
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 



	Have you read and understood the DOPLR Internship Program Guidelines (8/2008 version)?
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 



	Have you requested and received an approved internship position from DOPLR Classification Unit?
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 



	I certify that I have received departmental approval to recruit for this internship?

**Your certification also includes that the departmental Administrative Services Director, or equivalent, is in agreement that the Non Perm request accurately reflects the current responsibilities.**
** DOPLR does not need the approval information.  It is the Hiring Manager’s responsibility to ensure departmental procedures are followed.**
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 



All WPA Recruitments:
	Have you completed the Manager’s Job Request (MJR) ?

**Use language in the recruitment bulletin to help sell your internship to qualified students.  Remember we are trying to increase the number of qualified students.**  
** Note: public announcements of an internship opportunity must be announced for at least 10 days per 2 AAC 07.056. **
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 



	Have you entered your pre-interview criteria in the Hiring Manger Comments and Selection Criteria Section located within the MJR?  

Pre-interview criteria must be developed and before the internship can be posted on WPA.
**Note any departmental policy information, such as approvals or any other information necessary for the recruitment.**
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 



	To be legally defensible, hiring managers must have written documentation of the entire recruitment and selection hiring process in his/her recruitment file. This includes ranking and scoring, reference questions and other tools used to determine the best-qualified student of those interviewed.

Do you understand that this documentation must be outlined in your recruitment and selection file?
	Yes:  FORMCHECKBOX 


	No:  FORMCHECKBOX 




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



	Have you placed your completed MJR in “Open” status?  

** This and your e-mailed checklist will flag recruitment staff you are ready to have the MJR posted.**
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 



	Prior to interviewing your students, please read the Workplace Alaska Guidelines.
	Understood:  FORMCHECKBOX 



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:  FORMCHECKBOX 
    No:  FORMCHECKBOX 

Save this checklist as "PrePostChecklist PCN__-____".  E-mail 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 

COMMENTS 

	     



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

