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User Guide: Recruitment and Hiring Procedure

Purpose


This procedure will ensure that our recruitment and hiring practices are fair, consistent, and in line with our Equal Opportunity Employer and Affirmative Action Plan obligations.
Recruitment and Hiring

1. When a hiring need arises, the hiring supervisor fills out Personnel Requisition Form (PE014)
a. Hiring manager gains ESLT approval on form and brings to Sensors Recruitment for review. 
b. VP of HR takes req to President for approval.
2. Following Presidential approval, req is inputted into ADP by Sensors Recruitment (FOR ALL LOCATIONS). 
a. Active recruitment for a job opening can only begin once a req is approved/created in ADP.

3. Sensors Recruitment posts job opening accordingly based on req information:  internally and/or externally. ADP automatically posts externally to boards. Sensors Recruitment can partner with hiring manager to determine other niche boards to manually post (Handshake, local job boards, etc.).
a. External job posts are posted until the selected candidate accepts the offer.

b. Internal job posts are posted on the bulletin boards for 7 days.

c. For Halifax, NC: Overall recruitment is shared between Depew & Halifax.

i. Any position at the Production Coordinator level or above are recruited by Depew Sensors. The remaining positions below the PC level are recruited by NC HR Admin in Halifax.

ii. Halifax- An Internal Only req, needs to include a note in the comment section of the req stating “INTERNAL TRANSFER ONLY, DO NOT BACKFILL”.
1. If after 7 days no one posts for an Internal Only req, you can work with recruitment to discuss next steps and potentially moving it external. 

4.  Sensors Recruitment reviews all applicants and sends qualified resumes to the hiring manager.

a. External candidates apply online at pcb.com/jobs.
b. Internal candidate complete the Internal Job Application (PE013) and return form to Sensors Recruitment.

i. When an Internal Application is received, recruitment will notify the hiring supervisor and the applicant’s current supervisor via email. The applicant’s current supervisor must complete and Internal Candidate Assessment Form (PE023) and return it to Sensors Recruitment.

5. Hiring manager partners with Sensors Recruitment to determine which candidates will be phone screened by the recruiter or which candidates will be selected for on-site interviews. 

a. For external applicants: 

i. The Recruiter will complete a phone screen for all professional level positions and make their recommendation of next steps to the hiring manager.

b. For internal applicants:

i. All internal candidates are interviewed as a courtesy.

ii. Sensors Recruitment schedules internal interviews. All internal candidates receive a joint interview from the hiring manager and recruitment. 

c. HR Business Partners will participate in the interview process for any manager level position or higher. 

d. Following every interview: All interviewers must complete an Interview Evaluation Form (PE022) for the candidate.  This form must be turned into HR within 72 hours. 
6. When interviews are complete hiring manager, SLT Member, ESLT member (and for manager level positions and above, the HRBP) collaborate on who to hire, including the details of the intended offer (pay/PTO, etc.) HR can advise and make recommendations as needed (pay grade, current team salary, etc.).
a. For internal candidates: 
i. Please note: All internal applicants must be in their current role for at least 6 months before applying to another position.  

ii. The hiring supervisor examines the internal applicant’s qualifications by reviewing: Job description, job posting application, personnel folder, internal candidate assessment form, and the results of a personal interview. 

iii. If an internal candidate is selected for the role:

1. Hiring manger gets Employee Change Transfer Form (PE015) from TCS and a Wage Adjustment form from HR if necessary. A wage adjustment form is completed and submitted to VP of HR who takes them to President for approval. All wage adjustment forms must be approved by President before an internal candidate is made aware that they were selected.

2. Once both forms have been approved, the Recruiter will first decline internal candidates not selected and follow the declination process. The candidate who was selected will be notified that they were selected in a joint conversation with recruitment and the hiring manager. 

3. If the internal candidates accepts, both the current manager and hiring manager work together on a transfer plan.  Transfer plans are not to exceed 2-4 weeks. 
iv. If an internal candidate is NOT selected for the role:

1. Recruitment notifies the candidate that they were not selected.  

2. Recruitment sends an email to the appropriate HRBP letting them know that the internal candidate was not selected.

3. The HRBP coordinates a meeting with the hiring manager and current manager to gather feedback on why candidate wasn’t selected.  

4. The HRBP coordinates a final meeting with the candidate’s current manager and HRBP to discuss feedback, potentially create development plan. 

v. If an internal applicant declines our offer:

1. Escalate to VP of HR and/or the department head. If the position requires a specialized skill set or is an aging req, VP of HR and recruiter would work with the Benefits & Compensation team to do a market study and research comp.

2. We can also re-evaluate the overall recruitment plan (for example> if it was an internal only position, we could discuss external recruitment options).
7. One reference check is completed and result is shared with hiring manager.

8. At the request of the manager, HR can conduct skill/personality assessments prior to a final decision being made, i.e. Workplace Big 5, Watson Glaser, Proveit!. Any assessments run must be run on all candidates in that same stage of the process.

9. When a final decision is made, the hiring manager provides email to Sensors Recruitment with the outline of the offer they’d like to present to President (ESLT Member’s approval must be attached to pre-offer). 

10. Sensors Recruitment prepares pre offer paperwork for President approval. VP of HR takes pre offer to President.

11. Sensors Recruitment creates/extends offer letter to candidate. With acceptance of offer, recruitment will discuss start date with candidate.
12. The offer is contingent upon successful completion of pre-employment screenings: background check and physical/drug screening. Recruitment will coordinate the pre-employment process with the candidate. Hiring manager will be notified when candidate is fully cleared.

13. The req is closed when the candidate accepts the offer. Recruitment notifies other external candidates who were not selected.

14. Recruitment notifies company representatives about new hires start date via official announcement email.
15. Hiring Supervisor needs to complete a Department Orientation Checklist (PE025) and return to HR within 30 days of start date.
16. Sensors Recruitment notifies other external applicants that they were not selected.
Please Note: Any exceptions to this policy must be approved by the VP of Hr and related ESLT member.
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