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Personnel Request Forms

Approval to conduct a search, hire all full-time regular employees, part-time regular employees, full-time faculty, adjunct faculty, and University and agency temporaries must be requested using a Personnel Request Form (PRF).  “Blanket” PRFs must be submitted by each college to recruit adjunct faculty each Spring, Summer, and Fall semester, rather than separate PRFs for each adjunct position.   PRFs are not used for Graduate Assistantships, Graduate Fellowships, graduate student staff, undergraduate student workers, or Federal Work Study student workers.  An approved PRF must be submitted in advance of all hiring to initiate the recruitment and hiring process.  The PRF must be signed by the department chair or department head/director (Hiring Official), Dean (if applicable), Provost or Vice President, the Sr. Vice President for Finance and Treasurer (as the senior budget officer for the university), and the Executive Vice President. “Blanket” PRFs for adjunct faculty only need to be signed by the Dean.  Due to the unique recruitment and budget approval process required for full-time faculty positions, PRFs are approved for searching/advertising purposes only, do not expire after 120 days, and do not require the signatures of the Sr. Vice President for Finance and Treasurer and the Executive Vice President.  A justification memo must accompany all PRFs (except for adjunct faculty), and should include information on budget availability and reasons why the position must be filled.  Approved PRFs are valid for 120 days (does not apply to adjunct faculty) from the date signed by the Sr. Vice President for Finance and Treasurer and will include an expiration date.  If an acceptable candidate is not found before the expiration date on the approved PRF, another PRF can be submitted requesting an extension for up to 120 days.  This second PRF must be circulated for all signatures required on the initial PRF and must be accompanied by a memo of explanation.  Approved PRFs are forwarded to Human Resources by the Sr. Vice President for Finance and Treasurer. 
The hiring salary should be dependent upon the selected candidate’s knowledge and skills, related prior experience and other indicators of readiness to assume the responsibilities of the position.  The hiring range on the PRF should be between the Minimum and the First Third of the salary range for the appropriate grade level.  If it is necessary for the hiring official to request a hiring rate/range above the First Third, written justification, including budget data, must accompany the PRF.  

On “Blanket” PRFs for adjunct faculty the Title should be “Adjunct Faculty as needed in Various Disciplines” and the Hiring Salary/Range should be an actual range, i.e., $500 - $1,500 per credit.  The Budget Account Number can be left blank.
Upon receipt of approved PRFs (does not apply to adjunct faculty) by Human Resources, the hiring official is notified by phone or e-mail, a copy of the approved PRF is forwarded to the hiring official with the Hiring Process Packet through inter-office mail, and openings are posted on the FDU Web site.  
Human Resources has developed a Hiring Process Checklist for Staff and one for Search Committees that should make it easier for you to understand and follow the procedures.  Our Local 153 contract requires that union positions remain posted for 5 business days and that qualified members who apply during that time be given first consideration.  Generally, other positions remain posted for 10 business days.  In order to provide advancement opportunities to our employees, the University's internal Posting Program requires that first consideration be given to qualified internal applicants.  Temporary positions are not posted on the Web site.  Positions will generally remain on the job posting Web site until they are filled, or the hiring official notifies Human Resources that they are no longer accepting resumes.  

The hiring official is expected to hire within the parameters established on the approved PRF.  If circumstances change and the hiring official needs to revise these parameters (e.g., hire at a salary outside of the approved range as stated on the approved PRF, change from a 12 month to a 10 month position, change account numbers, etc.), another PRF signed by the department chair or department head/director (Hiring Official), Dean (if applicable), Provost or Vice President, the Sr. Vice President for Finance and Treasurer and the Executive Vice President must be submitted (does not apply to PRFs for full-time or adjunct faculty positions).  

Compliance with Government Regulations

It is the policy of Fairleigh Dickinson University to provide Equal Employment Opportunity and Affirmative Action in Employment for all positions.  The University is committed to complying with the rules and regulations as outlined in Title VII of the Civil Rights Act of 1964, U.S. Executive Order 11246 of 1965, the Equal Pay Act of 1963, the Age Discrimination in Employment Act of 1967, and the Americans with Disabilities Act of 1990 (ADA).  Anti-discrimination laws prohibit discrimination based on race, color, religion, national origin, age, gender, sexual orientation, disability, liability for service in the armed forces, or status as a disabled Veteran or Veteran of the Vietnam era.  Affirmative Action takes concrete steps directed to achieve full utilization of minorities and women at all levels of employment where deficiencies exist.  As such, all hiring officials are required to show good faith efforts toward achieving these goals.

The ADA requires employers to make reasonable accommodation for a disability unless doing so would impose an undue hardship.  A disabled applicant must be able to perform the essential job functions of the position with or without reasonable accommodation.  EEOC defines essential job functions as the fundamental job duties of the position.  It is the responsibility of the employee to notify the employer if they have a non-visible disability.  As is prohibited under all discrimination laws, employers are prohibited from pre-employment questioning relating to the nature, severity, or existence of a disability, questions about the health of other family members or friends, in addition to questions relating to age, marital status, race, or sexual orientation.  An employer may, however, ask if the candidate is able to perform the essential functions of the job.  It is important that hiring officials limit their interview questions to inquiries directly related to an applicant’s qualifications for the job and ability to perform essential job functions. 

Temporary Employment

Human Resources recruits and maintains a pool of people interested in temporary employment at the University and contacts them first in an attempt to avoid agency costs.  When it is necessary to use an agency, Human Resources contacts the agency and makes all arrangements.  It is never permissible for any individual outside of the Human Resources Department to contract with a temporary agency.

Advertising

A hiring official may request that Human Resources advertise an open position in a variety of print media.  Human Resources will provide the hiring official with guidance, if needed, on the most effective publications to use, and place the ad through the Communications and Marketing Department which serves as our in-house advertising agent.  The University receives a discount when ads are placed in this fashion.  Departments should not contact a publication source directly to place an ad.  Departments are required to pay for ads and must provide a budget account identifier number at the time the ad is requested.
Hiring officials may advertise positions on additional Web sites or in specialized professional and/or disciplinary newsletters.  A copy of the advertisement must be submitted to Human Resources for review prior to advertising in order to ensure compliance with employment advertising and affirmative action regulations, and that proper procedures are followed.  
Human Resources will post all positions on the New Jersey Job Bank, the state run job board, in order to attract a diverse applicant pool and fulfill our Affirmative Action requirements.  Human Resources will also post a general ad for adjunct positions twice a year.  
Recruitment ads are required to include the university's standard EEO/AA statement:  FDU is an Equal Opportunity/Affirmative Action Employer committed to a diversified workforce M/F/D/V.  The description of duties performed and minimum qualifications appearing in the ad should be consistent with the official job description for the position.  As requested, Human Resources will provide assistance in developing text for ads.  

Resumes/Curriculum Vitas and Pre-Offer of Employment Procedures

All applicants must apply for open positions.  Unsolicited resumes/curriculum vitas will be returned to the prospective applicant, and they will be referred to the university’s Web site to view job postings.  Hiring officials receiving unsolicited resumes/curriculum vitas must send them to Human Resources for processing.
All resumes/curriculum vitas from candidates applying for open positions, including adjunct faculty positions, will come directly to the Human Resources Department.  Human Resources will send all candidates a Voluntary Applicant Self Identification Form for Affirmative Action purposes with an acknowledgement verifying receipt of their resume/curriculum vitas and thanking them for their interest in employment at FDU.  Human Resources will then forward the resumes/curriculum vitas on to the hiring official.  The hiring department reviews the resumes/curriculum vitas and selects qualified applicants for interviewing.  Applicants scheduled for interviews must be recorded on the Candidate Interview Form and an appropriate disposition must be entered (does not apply to adjunct faculty positions).  All applicants interviewed must complete an FDU Application for Employment.  
Questions relating to the interview process, procedures, or appropriate interview questions should be referred to Human Resources.  When filling full-time faculty positions, a departmental search committee chaired by the Department Chair or designee is required in accordance with the Faculty Handbook.  The Chairperson should contact Human Resources for a full review of the hiring procedures and documents.  Search committees are not mandated by the university for professional/administrative staff positions, but may be used at the discretion of hiring officials, deans, provosts and/or vice presidents for select positions.  If you use a search committee, you should always have an odd number of members and assure a diversity of gender and minority representation.
After the hiring official has completed the interview process and selected a candidate, the Hiring Packet must be completed and sent to Human Resources.  No offer of employment may be extended until the Hiring Packet has been received and reviewed by Human Resources.  The Hiring Packet consists of a completed Personnel Information Notice (PIN) for the selected candidate (signed by the department chair or department head/director; PINs for full-time faculty must also be signed by the Dean, Provost, Sr. Vice President for Finance and Treasurer and the Executive Vice President), signed Applications for Employment and resumes/curriculum vitas for all candidates interviewed, the Candidate Interview Form, as well as a copy of the original PRF with all required signatures.  If applicable, the Confidential Release & Waiver Form should also be included.  The social security number, effective date, date of birth and race fields on the PIN should be left blank.  They will be completed by Human Resources after the position has been offered and accepted by the candidate.  All of the resumes/curriculum vitas for the candidates not interviewed must also be returned to Human Resources (does not apply to adjunct faculty positions).  
Hiring packets are not required for adjunct faculty positions.  PINs for new adjunct faculty must be signed by the Department Chair or Department Head/Director and the Dean, and have the signed Application for Employment and resume/curriculum vita attached.  They should be forwarded directly to Payroll.
All candidates interviewed and not selected for the position should receive notification from the hiring official.  This notification may be in the form of a telephone call or written letter of regret, but must be done with Human Resources guidance and appropriate wording must be used.  The hiring official will be provided with a sample letter developed by Human Resources containing acceptable language.  
If resumes/curriculum vitas are received after a position is closed, Human Resources will return the resumes/curriculum vitas to the prospective applicants.
Offer of Employment Procedures

After an immediate review of the Hiring Packet by Human Resources to assure compliance with legal requirements/regulations, consistency with the information and parameters established on the PRF, and the university's hiring policy, the hiring official will be permitted to extend a verbal offer of employment consistent with the university’s Background Check Policy.  The hiring official will be notified by phone or e-mail that this verbal offer of employment may be extended (if applicable, contingent upon a successful background investigation).  After the verbal offer of employment is extended and accepted by the candidate, the hiring official must advise Human Resources of the new employee’s start date for positions not subject to a background check, or of acceptance if a background check is required.  
As applicable, Human Resources will initiate the background check using the information provided on the Confidential Release & Waiver, along with the Application for Employment.  The hiring official will be notified of satisfactory results, as well as any possible problems or concerns.  If the results are satisfactory, the hiring official will determine the start date in conjunction with the incumbent and notify Human Resources.  
The verbal offer of employment will be confirmed in writing by Human Resources with a copy to the hiring official, except for full-time faculty positions.  The written offer of employment for full-time faculty positions will be prepared by Human Resources, based on information provided by the Dean or Provost, and sent to the Dean for signature and mailing.  The candidate will be required to sign the offer of employment letter to acknowledge acceptance of the position.  A copy of the written offer of employment signed by the candidate will also be placed in the candidate's official personnel file, if the offer is accepted.  All resumes/curriculum vitas and applications must be maintained in Human Resources Department files.  
Human Resources will not send out appointment letters for adjunct faculty.  Copies of all appointment letters sent to and signed by adjunct faculty must be sent to Human Resources for filing.
It is important for hiring officials to become familiar with the contents of the Background Check Policy.  This policy applies to prospective and current employees for selected positions of employment to determine fitness for employment.  The policy indicates items included in the background check, identifies positions subject to a background check, and assures that the background check will be conducted in accordance with the Fair Credit Reporting Act.  The offer of employment for affected positions will be contingent upon the completion of a satisfactory background check conducted before the candidate is permitted to begin working.  The candidate will be required to complete and sign a Confidential Release and Waiver authorizing the background check.  The determination for fitness for employment will be made in consultation with Human Resources and the hiring official and if need be, the General Counsel.  The cost of background checks will be paid for by Human Resources.  FDU will keep confidential all information gathered in background history reports and will use the information solely for the purpose of establishing applicants’ fitness for employment.  Background history reports will be maintained in a secured file in the Human Resources Department.  

Post-Offer of Employment Procedures

On or before the start date of employment, all new employees working on the Florham and Metropolitan campuses during regular business hours (9:00 a.m. to 5:00 p.m,. Monday through Friday) must come to the Human Resources Department for completion of the I-9, W-4, NJ W-4 (optional), and the Human Resources Data Collection Form.  New full-time and part-time faculty may come to HR to complete these forms during the summer, prior to their actual Fall semester start date.  The Immigration Reform and Control Act of 1986 require the completion of the I-9 by the third work day after the actual start date.  An offer of employment is always contingent upon the candidate presenting valid proof of U.S. employment eligibility and identity.  
For new employees (including adjunct faculty) working at off-site locations or during non-standard hours, the hiring official and/or Dean must assure the completion of these forms by the third work day and forward them to Payroll.

With regards to benefits, the new employee, including full-time faculty, will be contacted by Human Resources within the first two weeks of employment.  The Human Resources department is in the process of revising the new employee orientation program.  In this program, new full-time employees will be sent an orientation CD containing detailed information relating to benefits and other policies and procedures.  There will be versions of the CD customized specifically for faculty, professional/administrative staff, Local 153, and not-in-unit nonexempt employees.  It is the responsibility of the hiring official to provide first day and on-going job specific and general departmental/university orientation to the new employee.  

Miscellaneous

Issues concerning employment visas must be referred to Human Resources.  If the hiring official makes an offer of employment to a candidate who does not have valid U.S. work authorization, Human Resources will serve as the liaison between the candidate and his/her attorney, and also as the official FDU signatory on all documentation prepared by the attorney.  The candidate may not begin work at the university until valid U.S. work authorization is obtained.  This also applies to current FDU employees who need or wish to make a change in their work authorization/visa status (e.g., changing form F1 Practical Training to an H-1B Visa; renewal of an H-1B Visa; application for permanent residency; etc.).  Hiring officials/department heads may not sign any immigration related documentation.  Generally, the candidate/employee is responsible for all legal costs associated with any visa/immigration process.  

It is expected that a successful internal applicant will give their current department two weeks notice before moving to the new department. Where background checks are required, the internal applicant will give two weeks notice after the background check is satisfactorily completed.  Since the hiring official will complete a PIN transferring the employee, the current department should not issue a PIN or Change of Status Notice.

Full time FDU undergraduate and graduate students may not be considered for regular or temporary full-time or part-time staff, professional/administrative or faculty positions.  

Failure to comply with the FDU Hiring Policy and Procedures may result in disciplinary action up to and including termination.
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