STAFF* HIRING CHECKLIST 
· Memo to President for greenlight w/ attachments to include:

· Justification for new hire, including pre-discussion and agreement among directors

· Revised department goals and new outcomes

· Location

· Compensation range

· Job description 

· Job performance profile

· Job ad copy

· Submit to HR:

· President approval (via email)

· Job description

· Job performance profile

· Job ad copy

· HR places ad

· HR screens applicants; recommends short list to hiring supervisor

· HR provides application form

· HR and Supervisor conduct interviews

· HR checks candidates’ three references

· Second interview (can include president; other directors, other staff depending on position)
· Supervisor makes verbal offer

· Supervisor notifies directors of status

· Upon verbal acceptance, HR does background check

· Written offer and acceptance

· Supervisor sends all staff email that includes name, title, start date and a few details about the hire and what s/he will do and report to

· Logistics onboarding checklists put in play 

· First week:  

· HR paperwork

· Staff introductions

· Welcome breakfast (staff) and/or lunch (department)

· 30-60-90 Day plan 
*this applies to full or part-time staff, not contractors.  

