PAGE  
2

Classified Staff Hiring Policies and Practices 

For Academic Programs
The following document outlines a uniform process, much like faculty hires, for hiring classified staff in Academic Programs.  These policies and practices will supersede any you have received in the past.  They comply with the hiring practices required by the Office of the Provost, LCSC Office of Human Resource Services (HRS) and the Idaho Division of Human Resources (IDHR).  Please remember that the LCSCHRS personnel may explain hiring policy, but they are unable to provide permission to hire.  All required hiring forms are available on the Academic Programs website at www.lcsc.edu/academicprograms.edu. 
Step 1 
Submit a completed Authorization to Conduct a Search form to the Academic Dean.  No search may begin until this form is completed and approval granted by the Academic Dean and Provost. The Division Chair will receive notification once the search has been approved.

Salary - The Division Chair should propose a salary range in line with state 
guidelines (80%-85%) of policy is most commonly the maximum) and current 
LCSC 
employees’ salaries in order to strike a balance between a fair wage for a 
new hire and maintaining a sense of equity for existing employees.  HRS will 
provide a salary range and years of service schedule for the position based upon 
job title and years of service.  The Division Chair and Dean should use this data to 
establish a salary range for the position.  The range must be within the IDHR 
pay schedule,


(http://www.dhr.idaho.gov/stateemployees/compensation/PaySchedule.asp)  

Step 2

If this is a new position, the New Position Approval Form and a Position 


Description Form (PDQ) must be completed and submitted to the Dean. The 


PDQ must be approved by the state before an interview can take place.  HRS will 


notify the Division Chair when the PDQ is approved by IDHR. Approval can take 

several weeks. 


 
Step 3
Complete the Hiring Packet for Classified Staff posted on the Academic Programs website which includes:


Advertising plan * 



Position announcement



Job description



Search Committee**


* All advertisements should include notice that applicants must be listed on the IDHR State 
Register for that particular class title to be eligible for consideration.  In many cases, advertising 
beyond the state register will not be necessary but ads placed anywhere, including the job register 
ad should be included in the Hiring Packet.

** While the Office of the Provost does not require a search committee to be formed in order to 
hire classified staff, it is strongly encouraged as is inclusion of a classified staff and a faculty 
member on the search committee. 
Step 4 

Steps 1 – 3 must be completed and submitted to the Dean’s office for review and 


approval prior to posting advertisements or interviewing candidates.   




Step 5  
Hiring Process



Internal Hire - In most instances, an internal job advertisement will be



posted on the HRS web page and the Intranet for at least a week.  The department 


head will need to notify HRS of the vacancy to be posted internally.  In addition, 


HRS sends a campus e-mail is sent to each LCSC classified staff member to 


notify them of the open position.  This provides an opportunity for internal 


candidates who wish to move to another job with the same position classification 


to apply (e.g., Administrative Assistant I to another Administrative Assistant I).  


Ordinarily, a resume and references will suffice.



If an existing LCSC classified staff member wants to transfer to another 



position classification (i.e., promotion with different pay grade), OR 



change to another position classification (i.e., lateral move with same pay 



grade), that classified staff member is required to apply for placement on 



the state register for that particular position classification. 


External Hire - Once a position is posted on the IDHR web site, all 



individuals interested in the position must qualify for the position.  All 



candidates must first apply through the IDHR system.  Once the




exam process is complete and scored, the individual will be placed on the 



state register.  Directions for the application process can be found at 



http://dhr.idaho.gov.  Applicants are placed on the Hiring List in score order, with 

the top ten scores listed first.  LCSC HRS will request a Hiring List and forward it 

electronically to the search chair. Idaho law requires agencies to make a hire from 

the top 10 scores on the hiring list.  (This process can take three weeks so please 


plan accordingly.)   

After the interview process is complete, but BEFORE an offer of hire is made, 
the Permission to Make a Verbal Job Offer form must be completed and   
approved by the Dean. Division Chairs are responsible for making a hiring 
recommendation to the Dean.



Once a candidate has accepted a verbal offer, completion of all other 



paperwork (e.g., Personnel Action Form, Report of Applicant Pool,  Report of 


Hiring) is required.  All documents must be completed and approved by the Dean 


and Provost before the new hire begins to work.  



Use of Irregular Help Funds - The use of irregular help to fund 




temporary employees is not allowed.  If an applicant for a classified staff position 


is temporarily hired using IH funds, these funds will not normally be reimbursed 


from the classified staff salary line.
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