[image: image9.png]



[image: image10.png]



Classification, Compensation & Recruitment Section
Recruitment & Selection

Guidelines
3408 Covington Highway

Atlanta, GA 30032

Revised January 2015
Overview
Statement of Policy

The Department of Juvenile Justice, in all recruitment, interview and selection activities and procedures, complies with federal law and the Department’s EEO policy that prohibits unlawful discrimination on the basis of race, sex, color, religion, national origin, age, disability, pregnancy, childbirth or related medical conditions, genetic information or sexual orientation.
Required Recruitment and Selection Resource

Hiring Managers and their designees are responsible for the selection of the most suitable applicants for vacant positions.  They are to ensure their area of assignment does not engage in unlawfully discriminatory hiring practices.

The Recruitment and Selection Guidelines is your required procedural resource designed to answer the most frequently asked questions and to establish best business practices in recruitment and selection. If you have a question and the answer cannot be found in the recruitment policy or these guidelines, please contact the Office of Human Resources – Classification, Compensation and Recruitment Section.

All forms, lists, sample letters and other documents associated with these guidelines are presented herein for display and information purposes only.  For downloadable versions of all such documents, please refer to the Human Resources section of the DJJ intranet site.
This booklet is a supplement to the Recruitment and Selection Policy 3.51.  Those of us in the Office of Human Resources (OHR), hope you find these guidelines helpful.  If you can think of any topics that should be added please contact the Recruitment Services Section in the Office of Human Resources.  These guidelines will be updated periodically and you will be informed of any changes that have been made. These guidelines will also be located on the intranet under Human Resources.
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The Hiring Process

ALL VACANT FULL-TIME POSITIONS MUST BE ADVERTISED FOR 5 TRADITIONAL BUSINESS DAYS

The following steps should be taken when filling a vacant position unless the position is being directly appointed by the Commissioner:

1.
Hiring Managers should identify the knowledge, skills and abilities deemed necessary and/or 
preferred qualifications.  Review with the Regional Recruiter the job description, performance plan, and skill set to determine if the job is properly classified. 
2.
Identify who will be the contact person to receive applications and answer any questions from prospective applicants.
3.
Determine what questions will be asked during the interview. (Must be approved by the Office of Human Resources, Section Manager, if used for the first time.)  Refer to Appendix B for samples.
4.
Determine the rating scale or guide that will be used. (Approved by Office of Human Resources)
5.
Determine how the interview will be conducted.

a. Single interviewer (used to pre-screen candidates)
b. Panel interview (Decide who will serve on the panel.)
1. In selecting a panel, make sure the same individuals are used throughout the interview process.
2. Each panel member should be familiar with the duties of the vacant position.
3. The panel should represent the workforce and reflect diversity.
4.   The panel should be led by the Hiring Manager.

6.
Submit a Request to Advertise Vacancy form to the Regional Recruiter in order to advertise the position on the DJJ website and other approved jobsites.  All vacant, full time positions must be 
advertised for at least 5 business days unless otherwise approved by the Office of Human 
Resources.
7.
Applications must be certified by the Regional Recruiter as having met the minimum 
qualifications for the position.  Applications for JCO 1 may be certified at the local level.
8.
Notify candidates selected for interview by providing 72 hours’ notice.
9.
Conduct interviews and select the best candidate for the position.
10.
Provide a written offer of employment subject to successful completion of a background check and other criteria.  A final offer of employment should not be made prior to obtaining a clearance of the applicant’s criminal background check.  For certain positions, a drug test must be given. 
11.  Obtain clearance from the Criminal History Unit.

12.
 Verify previous employment.
13.  Any salary offer that is higher than the minimum of the pay grade or is more than 10% on a promotion must be approved by Classification and Compensation prior to making an offer to the applicant.  All advanced salary requests must be vetted through OHR, Budget and the 
appropriate Division and approval received prior to final offers being given.
14.  Offers can be made orally but should be followed by a written letter. 
2. Submit the necessary paperwork 5 business days prior to start date to the Office of Human Resources Transaction Section for final processing.  The package should include all the items indicated on the appropriate Employment Package Checklist (Appendix A).
15.
Complete a Selection Report (Appendix I) and forward to the Employee Relations/EEO Section of the Office of Human Resources.
16. The Commissioner may directly appoint, in consultation with the Director of Human Resources, an individual who possesses the competencies, knowledge, skills and abilities suitable to fill a vacant position.  
17.
Maintain all material related to the vacancy for a period of two years.  This includes:
a. The job announcement

b. All applications

c. Records of certification

d. Interview notes
e. Reference check information

f. Selection Report
18.  Direct Appointments are made at the discretion of the Commissioner in consultation with the Director of Human Resources.  Steps in the process are:


a. Determine the appropriate job required


b. Obtain Budget approval (if necessary)


c. Confirm the candidate meets the minimum requirements of the job


d. Extend a conditional offer of employment with salary to candidate


e. Submit paperwork to the Criminal History Unit


f. Send a final offer to the candidate with start date.


g. Submit Personnel Action Form with new hire paperwork to Central Office 


     Human Resources  

How to Advertise a Vacant Position
In order to have a position advertised on the DJJ website or other locations:
For a new position, the position must be created and assigned a position number before it can be advertised.  Creation of a new position requires approval from the Budget Office in conjunction with the Office of Human Resources.  For existing positions, check the Budget Status Report to ensure the information is accurate.  Confirm the position number is correct and allocated to the proper department ID.  Review that the job code and title matches the position to be advertised.  If there any discrepancies discovered, contact the Office of Human Resources for guidance.
· A Request to Advertise Vacancy form must be completed and sent to the Regional Recruiter (See Appendix F). 
All announcements are posted to the DJJ website within 48 hours of receipt upon confirmation of the correct position, job code and department identification number. This time frame does not include holidays and weekends.

· The minimum length of time that a position can be advertised is 5 business days.

Under special circumstances the length of time can be shortened. There is no maximum amount of time that a position can be advertised.  If you request that a position have an “OPEN” status, please inform the Regional Recruiter when the position is filled so that it can be removed from the website. Notification can be sent by e-mail or by phone call. 
· For internal postings only, please make sure you check the box “Open to current DJJ 
employees ONLY” on the request form.  
This means that applicants who are not currently DJJ employees cannot be considered for the position.  If an insufficient number of DJJ employees apply, or no applicant meets the minimum qualifications, then the vacancy can be opened to outside applicants.  However, the vacancy must be re-advertised by submitting another request to advertise.

· When advertising the vacancy in your local newspaper, be sure the dates coincide with the DJJ website.  The Regional Recruiter will coordinate this effort.
· To extend the length of time a position is advertised, please notify the Regional    Recruiter.      
Otherwise the position will be removed from the website by midnight the day of the closing date listed on the announcement.
How to Complete the Request to Advertise Form

(Form is located in Appendix F)

· Requesting Manager:  Enter the name of the requestor and date submitted.

· Work Unit:  Enter the name of the facility or department.

· Approval:  Before submitting to the Regional Recruiter via the, obtain the signature of the appropriate Division Head or Office Director.
· Position Job Title: Enter the job title and/or the working title.
· Pay Grade:  Enter the correct pay grade.  
· Job Code: Enter the appropriate job number.

· Specific Area of Teaching Certification:  Indicate the discipline area. (E.g. History, Math, English, etc.)

· 8-digit Position #: Indicate the PeopleSoft number that was assigned to this position, not the former Employee’s ID number.

· Is this position classified? Check “yes” if it is classified and “no” if it is not.  Typically, positions will be unclassified unless filled by a classified employee.
· If hourly position, indicate the hourly rate of pay.
· Scheduled Hours per Week: Indicate the assigned scheduled hours that the position will be required to work.

· City of Position:  Indicate the city where the position will be located.

· County of Position: Indicate the county where the position is located.

· Work Unit of Position: Indicate the section where the position will be located.  (Budget Office, Personnel, Control Unit, etc.)

· Date Position became vacant: Indicate the date the position became or will be become vacant.
· Date to Open Announcement: Indicate the date that the announcement should be placed on the website.  (Note: This date may be changed by the personnel clerk depending on when the announcement is received and when budget approval is received.)
· Date to Close Announcement: Indicate the date the announcement should be removed from the website.  (Note: If you would like the announcement to be open indefinitely place the word “Open” in this section.  If you choose this option, please contact the Regional Recruiter when the position is filled.)
· Whom should applicants contact? Indicate the name of the person that will be able to address any questions that prospective applicants may have.
· Title: The title of the contact person.
· Phone Number: The phone number of the contact person.

· Where else you would like us to advertise this vacancy? Unless indicated otherwise, the job announcement will only be placed on the DJJ website.  In addition to advertising on the DJJ website, you may also select to have the position advertised with the following agencies, internet websites or other media:
· State Human Resources Administration System (statewide website)
· Georgia Department of Labor

· Other Georgia State Agencies
· Colleges, Universities or Technical Colleges (fees may apply)
· Georgia Department of Education (Professional Teaching Vacancies only)
· Teach Georgia

· Internet job boards (fees will apply)

· Newspapers (fees will apply)
· Additional Comments: If there are any additional comments that you would like placed on the announcement, place that information here. For example, multiple vacancies are available.
Note (1):  If requesting to advertise an hourly position that has never been advertised, or the duties and responsibilities have changed, you must submit a brief description of the duties and responsibilities and any preferred minimum qualifications you are requesting at the same time you submit the Request to Advertise Vacancy form.  Otherwise, the position cannot be advertised properly or it will be advertised based on previous positions with the same job title.

Note (2):
Keep a copy of this form for your records.

Certification Process

*****IMPORTANT NOTE *****

All employment applications must be reviewed for minimum qualifications.  Interviews must not be scheduled or conducted prior to determining if an applicant meets the minimum qualifications.

All applications (except for JCO 1) will be submitted electronically by the candidate to one of the Regional Recruiters as instructed in the job announcement.  The applications will be reviewed by the Regional Recruiter to determine if the individual met the minimum qualifications, preferred qualifications (if any were listed on the job announcement), or did not meet the qualifications.
Only the applications of those who either met the minimum or preferred qualifications as certified by the Regional Recruiter will be forwarded to the local hiring authority.  Only applicants for JCO 1 can be certified at the local level.  No local certifications of any other positions will be completed at the lower level.
Frequently Asked Questions:

Who will review the applications?

The Regional Recruiter reviews all applications for employment except for JCO 1.
How long does it take to screen applications?

The applications will be certified within 72 hours after the position closes.
How will we know if an applicant meets the minimum qualifications?

Once the applications have been reviewed, the individual listed on the request form as the contact person will receive only the applications of those who certified as meeting the minimum and/or the preferred qualifications per the announcement.
If applicants apply on-line through “Careers” or elsewhere, how do we review their applications?  Do we have to send them to OHR?

All applications submitted on the “Careers” website or elsewhere will be retrieved by the Regional Recruiter and included in the pool of applicants to be considered by the local hiring authority.
If an applicant does not meet the minimum qualifications but meets the preferred qualifications, would the person qualify for the job?

No, all applicants must meet the minimum qualifications.
Who conducts verifications of licenses, teaching certificates and college degrees?

Once the pool of certified applicants has been received from the Regional Recruiter, the local hiring authority or designee will conduct the verification of licenses, teaching certificates and/or college degrees.  If an applicant is found to not hold the appropriate license or degree, the Regional Recruiter will be notified immediately in order to adjust the Statement of Certification.

Licenses can be verified with the Professional Licensing Board Division.  The web address is www.sos.state.ga.us/plb.  Under “current license”, there is a link for ‘License Verification”.   At this location, licenses can be verified by profession, applicant’s name, or license number.

Teaching certificates can be verified at www.gapsc.com.  In order to verify a teaching certificate, the applicant’s first and last name will be required.
What are minimum qualifications?

Minimum qualifications are the minimal knowledge, skills, abilities and competencies that have been determined to be required to successfully perform the essential functions of the job.

Some terminology to remember when determining qualifications:

•
Professional level experience = work performed requiring advanced knowledge, defined as work which is predominantly intellectual in character and which includes work requiring consistent exercise of discretion and judgment.
•
45 undergraduate quarter hours = one year of undergraduate college

•
30 undergraduate semester hours = one year of undergraduate college

•
180 quarter/120 semester hours = four years of undergraduate college

•
30 graduate quarter hours = one year graduate school
•
20 graduate semester hours = one year graduate school
•
9 months of technical school = one year

•
Experience as an intern does not count for all jobs.  Check with the Regional 
Recruiter if you have 
questions regarding internships or other qualifications.

What are preferred qualifications?

The Human Resources Administration defines preferred qualifications as “knowledge, skills and abilities that are in addition to minimum qualifications.  They are not necessarily required to perform the essential functions of the job but would reasonably indicate that the applicant could perform the job functions well above the minimally acceptable level”.

Preferred qualifications “screen in” those applicants who possess desired education and/or experience reasonably enabling them to perform the essential functions of the job quickly (reduced amount of time for job training).

If a job description does not have preferred qualifications listed, may I develop them?


Yes, you may.  Even if a job description has preferred qualifications, additional 
qualifications may be added.  However, any additional preferred qualifications not listed 
on the job description should first be approved by the Office of Human Resources.

Do I have to interview every applicant that meets the minimum qualifications?

No, but you must be able to base your decision on who is selected for an interview 
upon consistent, job related criteria reflecting the required knowledge, skills and 
abilities.  A rating scale may be used to narrow the field for interview.  


An example based upon years of experience:


0 Points:
No years of related experience


1 Point:
One to two years of related experience


2 Points:
Three to five years of related experience


3 Points:
Five to ten years of related experience


4 Points:
10 or more years of related experience


To further narrow a pool of preferred candidates, please consult with the Regional 
Recruiter to create a matrix.

How to Conduct an Interview
Except for direct appointments authorized by the Commissioner of DJJ in consultation with the Director of Human Resources, all interviews will be conducted by an interview panel lead by the hiring manager or designee.  
The panel should consist of at least 3 members; however the minimum number should be at least 2.  A panel member can be an immediate supervisor, subordinate, a person already in the job, or a representative from human resources.  Panel members should be representative of the diversity of the agency, and are knowledgeable of the position requirements.  Panel members need to be at the same pay grade or higher than the position being interviewed for.  
The panel members should be given the interview questions and resumes/applications of the selected applicants prior to the interview.  This is to ensure that the panel is familiar with both the questions and applicant pool.  
What questions can I ask and which ones should I avoid?

If you do not know the answer it could prove to be costly and can land DJJ in legal trouble if inappropriate questions are asked.  
Some questions that should never be asked:
· Questions relating to race, color or national origin.

· Have you ever filed for worker’s compensation?

· Questions relating to religious beliefs.

· Do you own your own home?

· Number of children; age of each child.
· What is your marital status?

· Do you plan on having any children?

· Have your wages ever been garnished?

· Questions relating to sexual preferences.

· Questions relating to political affiliations.
· Do you have any disabilities?
The most successful type of interviewing technique today is called behavior-based interviewing.
What is behavior-based interviewing?

It has been defined as “the thorough, planned, systematic way to gather and evaluate information about what candidates have done in the past to show how they would handle future situations.”  (Quote from University of Wisconsin-Madison’s Business Professor Herbert Heneman, III)
The assumption is that employees who have demonstrated a particular behavior in the past will repeat that behavior in the future if confronted with a similar situation.

Behavioral focused questions require the applicant to provide specifics and insight into their actual responses, actions, or accomplishments as they relate to identified competencies.

Also, behavioral questions can be verified since it is based on past work experience.

Behavior-based questions may start with the following introduction:

· Think of an occasion when you...

· Describe a particular situation when you….

· Can you give me an example of…?
· Tell me about a time….

· Describe a project that….
Some examples of behavior type questions can be found in Appendix B.  
Important Note: All questions developed for the first time must first be reviewed by the Office of Human Resources prior to using.
SHRM (Society of Human Resources Management) offers some helpful tips on interviewing:

· Familiarize yourself with the duties and requirements of the job you are filling.

· Make sure you can answer general questions about the company and the benefits provided.

· Formulate questions that will focus on job-related aspects such as asking about situations that may have occurred in previous positions.

· Write down and organize the questions in the order they will be asked.
· Once the list of job-related interview questions has been created, use it consistently for all applicants for the same position.  Follow up questions may be necessary to clarify the applicant’s response.
· Review the applicant’s resume and/or application.

· Try to first put the applicant at ease with introductory and welcoming remarks.

· Listen; don’t do all the talking.

· The interviewer should stay focused on the job and its requirements; not any preconceived assumptions about what the applicant can or cannot do.  Remember: any oral statements that the interviewer makes during the interviewing process can lead to potential liability for the company.

· End the interview on a friendly note and, if possible, apprise the candidate of the next step and the time frame for a decision.

· Complete the candidate evaluation form while the interview is still fresh in your mind.

· Make a fair and unbiased recommendation or decision based on the job-related qualifications of the applicants.
Some additional tips to remember:
· Depending on the job, five to ten questions are sufficient.
· Be sure to take good notes so that you can verify some of the information when you conduct your reference check.

· Be consistent.

A rating scale can be used during the interview broken down into functional areas.  A numerical, point system is not required, and is not recommended as a best practice.  The panel member would provide their overall impression of the candidate based upon the answers given.    
Knowledge of specific job and job-related topics


No knowledge evident.

Less than we would prefer.

Meets our requirement for hiring.

Exceeds our expectations of average candidates.

Thoroughly versed in job and very strong in associated areas.
Experience


None for this job and no related experience.  

Would prefer more for this job.  Adequate for the job applied for.

More than sufficient for job.

Totally experienced in job.

Strong experience in all related areas.
Communication


Could not communicate.  Will be severely impaired in most jobs

Some difficulties.  Will detract from job performance

Sufficient for adequate job performance.

More than sufficient for job.


Outstanding ability to communicate.
Interest in Position and Organization


Showed no interest.

Some lack of interest.

Appeared genuinely interested.

Very interested.  Seems to prefer type of work applied for

      Totally absorbed with job content.  Conveys feeling only this job will do.
Overall Motivation to Succeed


None exhibited.

Showed little interest in advancement.

Average interest in advancement.


Highly motivated.  Strong desire to advance


Extremely motivated.  Very strong desire to succeed and advance
Poise and Confidence


Extremely distracted and confused.  Displayed uneven temper


Sufficient display of confusion or loss of temper that would interfere with job 
performance.

Sufficient poise and confidence to perform job.


No loss of poise during interview.  Confidence in ability to handle pressure


Displayed impressive poise under stress.  Appears unusually confident and secure
Comprehension


Did not understand many points and concepts.

Missed some ideas or concepts.

Understood most new ideas and skills discussed.

Grasped all new points and concepts quickly.


Extremely sharp.  Understood subtle points and underlying motives
Overall Impression: __________

Verification of Employment
It is recommended that you select more than one top candidate in the event the first candidate turns down the position due to salary, does not pass the criminal history/motor vehicle background check, or drug test.

Once you have completed your interviews and have selected your top two or three candidates, it is time to verify employment before making a final selection.
For positions which require POST certification, the Hiring Manager must conduct a review of the POST status of each applicant selected for a reference check through the Gateway System (http://gapost.org/officer_records.html).  If an applicant’s POST credentials have previously been revoked, suspended, or under review, contact the Director of Human Resources to determine if the applicant is suitable for employment.

Verification of employment for the previous 5 years, if available, is a condition of employment.
Recent college students who may not have any work related references may use a teacher, professor, guidance or career counselor or pastor.

Verification checks will be documented on the Verification Check Form (Attachment C)
The Hiring Manager must also check the PeopleSoft system to confirm state employment, dismissals or “Nor Rehire” recommendations on the applicant.  
Verification checks can be conducted by phone.

USEFUL INFORMATION:

· Inform the applicant that verification of previous employment will be conducted prior to hire and that providing false information on the application form or during the interview process is grounds for non-selection or dismissal.
· Ask for all names ever used by an applicant.
· Be sure to verify any school attendance, degrees and licenses required for the position.
· When making telephone verification of employment calls, always explain the reason for the call is to verify employment dates.
· Never ask questions relating to age, race, sex, religion, national origin or disability.
· Keep verification documentation confidential.
· Retain verification of employment information for as long as you retain the selection materials for that position.
Background Check
(Refer to Policy 3.52 for more detailed information)

Once you have completed your verification of employment and decided on the candidate you would like to hire; you should then submit the completed criminal history/motor vehicle background documents to the criminal history section of the Office of Human Resources.  These documents must be emailed with the transmittal sheet that is located in The Criminal History Unit Handbook.  The email address is chumanager@djj.state.ga.us.  A copy of the applicant driver’s license or other picture ID and social security card must be included with the transmittal.
Important Note
No employee should be hired prior to obtaining clearance on the background check.
A clearance notice will be e-mailed to the requestor.
Applicants with the following cannot be considered for hire:

· Felonies.
· Crimes against children and/or youth.
· Pending criminal charges.
· Outstanding warrants – felony or non-felony.
· DUI within the past two (2) years.

· Contributing to the delinquency of a minor.
· Sexual offenses.
· Serious traffic offenses (reckless driving, homicide by vehicle, serious injury by vehicle)
· Nolo contendere pleas or misdemeanor convictions for a controlled substance violation within the past two years.
· Two or more convictions or pleads of nolo contendere for DUI within the past five years.

Frequently asked questions:

1) How long is a criminal history active?

60 days.  If a person resigns and applies for another position another criminal history request must be submitted.

2) What are GCIC and NCIC?  What is the difference?

GCIC stands for Georgia Crime Information Center which checks for vital information relating to crimes, criminals and criminal activity within the state of Georgia.

NCIC stands for National Crime Information Center, a federal criminal history data bank maintained by the Federal Bureau of Investigation containing information relating to crimes, criminals and criminal activity committed nationally.

3) If an applicant has a non-felony pending charge, can he/she be hired?
No.  The department cannot hire an individual with a pending criminal charge.

4) Can an applicant convicted of a drug-related misdemeanor be hired?

Yes, pending approval during the background and criminal history investigation.  Other misdemeanor convictions are not automatic disqualifiers.
5) What happens if the applicant refuses to sign the Authorization to Release and Notification of Penalties form?
If an applicant refuses to sign this form, this ends the employment process.  The applicant cannot be considered for hire.
6) What if a hiring manger would like to hire an applicant who has been convicted of a misdemeanor? 
He/she must complete the “Request for Special Authorization to Hire” form and it 

must be submitted to the Director of Human Resources.  A copy of this form can be 
found in the Criminal History Unit Handbook.

Drug Testing

(Refer to Policy 3.15 and 3.56 for more detailed information)

All positions that require the employee to come in contact with a juvenile must take and pass a drug test. Applicants must be informed, at the time of interviewing, that if selected, employment will be contingent upon successfully passing a drug test.

Pre-Employment Drug Testing

Any individual who has been offered initial employment with DJJ in a position subject to pre-employment drug testing must complete the department’s Pre-Employment Drug Testing Acknowledgement Statement (see Appendix E, Attachment A).  If an applicant refuses to sign the statement, he or she cannot be considered for employment.

Drug testing should take place within 2 business days after formally being instructed by the local hiring authority.  The applicant should be given a Pre-Employment Drug Testing Memorandum which indicates:

· The collection site;
· The date and time by which the drug test must be completed and,
· The penalty for refusing the take the test, failing to report for the test or for testing positive for the presence of one or more illegal drugs.

The applicant must also initial the Pre-Employment Drug Testing Log.  Their signature indicates the receipt of necessary form(s) and document(s).
Give the applicant the appropriate forms and instructions to comply with the pre-employment drug testing program.  It is a best practice to provide the form to the applicant Monday through Wednesday.
Key points:

· Inform the applicant that they must take a photo ID with them to the testing site.

· The applicant is responsible for calling the collection site for an appointment, obtaining necessary directions, and contacting the hiring manager immediately if they cannot take the test by the given deadline date and time.

· If an applicant fails the drug test and they have been hired, they must be terminated immediately. Additionally, they are disqualified from employment with any state agency for a period of two years.
· For those positions that have been designated as safety sensitive positions, the applicants should be informed at the time of the initial interview about pre-employment drug testing and that their employment is contingent upon successfully passing the drug test and that they will be subject to random drug testing for as long as they are in these types of positions.

· Facility will be notified of any positive results by the Office of Human Resources. A letter should be sent to the individual by the facility and a copy of the letter should also be sent to the Office of Human Resources for the file.

· Applicants who refuse to submit to a drug test should be reported to the Drug Testing Coordinator as soon as possible.  

· Appeals:

a. Positive results cannot be appealed.  Applicants can request a split sample.
b. Disqualification due to a “no-show” can be appealed.

c. All appeals must be sent to the Human Resources Administration.  A letter will be sent to the employee regarding the procedures.

Physical Exams

(Refer to Policy 3.57 for more detailed information.)

There are certain positions that require a physical exam.  All jobs within the JCO series- Category 5 (JCO I & II, Sergeant, Lieutenant, and Captain) must take and pass a physical.
Physical exams are paid for by the applicant. The applicant may use their own doctor or an assigned physician from the facility.  
For further information regarding the medical and physical exam program (MAPEP) refer to policy 3.57. If you have additional questions contact the Office of Human Resources Personnel Director.
Fingerprints

(Refer to Policy 3.52 for more detailed information.)

All applicants selected for appointment (including employees of other state agencies/departments, former Department employees, and employees of privatized facilities) must submit to a fingerprint check via Live Scan, on the first day of employment, as part of the criminal record investigation process.  Continued employment will be contingent upon a final clearance of the criminal record check and fingerprint check. 
Each DJJ facility/program/office will provide the applicant with a list of Live Scan sites where he/she can be fingerprinted. The applicant will be responsible for being fingerprinted at one of the Live Scan sites.

Appendix A

Classification & Compensation Packet Checklist
Prior to submitting a Classification or Compensation packet to your respective division, please complete the following checklist, for the action you are requesting.

Compensation (Personnel) Packet: 

□A completed Position/Personnel Action request form
□Statement outlining recruitment efforts (length of vacancy, number of times advertised, advertising media used, number of interviews conducted, etc. (Reference DJJ Policy 3.51 Recruitment & Selection)
□Information concerning the applicant pool and the ranking of the applicants (Reference DJJ Policy 3.53 Appointments)
□DOAS/DJJ certification statement showing that the selected candidate(s) meet minimum qualifications
□Statement supporting the selection of the candidate to the position which justifies awarding at an advanced increment (Reference DJJ Policy 3.54 Salary Administration)
□State of Georgia Application completed in its entirety to include job descriptions, job titles, dates of employments, hours worked and salary information         
Classification (Position) Packet: 

□A completed position/personnel action request form
□Statement of justification/rationale
□Organizational chart (only for Allocations, Reallocations and/or moving position locations)
□PMP, PMF, or position description (only for Allocations & Reallocations)

Compensation packets are NOT required for the following:

Lateral transfers -for example: An employee moves on the same pay grade within DJJ or to another state agency (i.e. Social Service Case Manager Pg. 13 with DFCS to a SSP II pg. 13 with DJJ 

Standard DJJ promotions -Standard 10% on promotion or an increase up to the pay grade minimum (which may require more than 10% to bring an employee to the pay grade minimum)
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* IMPORTANT NOTE : If the candidate obtained their diploma from a correspondence school or received a diploma via the internet, the hiring age ncy  will need to check & attach accreditation of t he school. Schools issuing diplomas must be accredited by one of the POST accepted accrediting agencies  (see  www.advanc - ed.org   or  www.chea.org  for acceptable accrediting agencies)    
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Appendix B
Sample Interview Questions

These questions were provided by the Society of Human Resource Management (SHRM). They can be used for any position.

Behavioral Questions

1) If someone asked you for assistance with a matter that is outside the parameters of your job description, what would you do?

2) Suppose you are in a situation where deadlines and priorities change frequently and rapidly.  How would you handle it?

3) Tell us about a time when you were a part of a team.  What was your part in making the team effective?

4) Give an example of a time when you had to deal with a difficult co-worker.  How did you handle the situation?

5) Can you tell us about a time during your previous employment when you suggested a better way to perform a process?

6) Give us an example of a time when you were trying to meet a deadline, you were interrupted, and you did not make the deadline.  How did you respond?

7) What strengths did you rely on in your last position to make you successful in your work?

8) Tell us about a situation you wish that you had handled differently based on the outcome.  What was the situation?  What would you change (or will you change) when faced with a similar situation?

9) What do you do when you know you are right and your boss disagrees with you?  Give me us an example of when this has happened in your career.

10) Suppose your supervisor asked you to get information for them that you know is confidential and he/she should not have access to.  What would you do?

11) Describe a time when you performed a task outside your perceived responsibilities.  What was the task?  Why did you perceive it to be outside your responsibilities?  What was the outcome?

Interpersonal

1) Describe what you see as your strengths related to this job/position.  Describe what you see as your weaknesses related to this job/position?

2) Describe how you like to be managed, and the best relationship you’ve had with a previous boss.

3) What methods do you use to make decisions?  When do you find it most difficult to make a decision?

4) Describe a difficult time you have had dealing with an employee, customer, or co-worker.  Why was it difficult?  How did you handle it?  What was the outcome?

5) What do you think are the best and worst parts of working in a team environment?  How do you handle it?

6) How would your co-workers describe your work style or work habits?

7) If I asked several of your co-workers about your greatest strength as a team member, what would they tell me?

8) Explain the phrase “work ethics” and describe yours?

General 

1) Could you share with us a recent accomplishment of which you are most proud?

2) Tell us a bit about your work background, and then give us a description of how you think it relates to our current opening.

3) What skill set do you think you would bring to this position?

4) Tell us about your present or last job.  Why did you choose it?  Why did you/ do you want to leave?

5) What are your short-term and long-term goals?

6) In what areas would you like to develop further?  What are your plans to do that?

7) What are your career path interests?

8) What do you know about our agency?

9) If the position required it, would you be willing to travel?

10) If the position required it, would you be willing to relocate?

11) If you were offered the position, when would you be available to start?

12) Tell us anything else you would like us to know about you that will aid us in making our decision.

13) What questions would you like to ask us?

Managerial

1) Tell us about your management style?

2) What was the most challenging personnel issue you’ve had to deal with and how did you handle the situation?

3) Describe a time when you have come across questionable business practices; how did you handle the situation?

4) A new policy is to be implemented organization-wide.  You do not agree with this new policy.  How do you discuss this policy with your staff?

5) Describe for me a decision you made which would normally have been made by your supervisor?  What was the outcome?

6) Discuss and differentiate between remediation, corrective action, and discipline.

7) Explain, step by step, how you have handled an employee who had performance problems.

8) Why should employees seek to improve their knowledge and skill base?  How would you motivate them to do so?

9) What coaching or mentoring experience have you had?  With groups or one-on-one?  How did you determine the appropriate way to coach/mentor and what were the results?

10) Management requires both good writing and verbal skills for good communication.  When it comes to giving information to employees that can be done either way, do you prefer to write a memo or talk to the employee?

11) When making a decision to fire an employee, do you find it easy because of the company’s needs or difficult because of the employee’s needs?

12) Managing requires motivating employees as well as accomplishing task.  Do you find it more natural to point out what’s wrong so employees can accomplish task competently or to praise employees for their work and then point out what may need correcting?

13) What is the largest number of employees you have supervised and what were their job functions?

14) Are you best at dealing with details and day-to-day operations or with concepts, envisioning and future planning.  Give us an example.

Executive

1) Tell us about your current position or most recent position and how you helped the organization accomplish its goals and mission.

2) What did you do for the company that made a difference and for which you believe you will be remembered?

3) Tell us about your experiences in leading and managing an organization similar to ours?

4) Do you have a personal philosophy of management?

5) Tell us about your fiscal management experience:  budgeting, reporting, cutting costs, building and maintaining reserves.

6) Tell us about your experience working with a board of directors.  What approach and philosophy did you follow in working with boards?

7) Tell us about your experiences with staff development.  How do you think your current or most recent staff would describe you?

8) Based upon what you have read and heard what ideas do you have about the continuing and increasing the success of this?

9) Are there any problems, policies, or actions of this agency that you have heard of with which you have concerns or differences?

10) If you are hired for this position and are still with this agency five years from now, how do you think the organization will be different?

Functional

Accounting:

1) Describe some recent projects you were involved in to improve accounting’s efficiency/effectiveness.  What did you do?

2) Describe a time when you have come across questionable accounting practices.  How did you handle the situation?

3) Have you completed month end/year end closing?  How much experience do you have with this?

4) Describe your most challenging encounter with month end/year end closing.  How did you resolve the problem?

5) What type of inventory audits have you been involved in?  Describe challenges you’ve faced.

Customer Service:

1) Tell us about a time when you went out of your way to give great service to a customer.

2) Describe a process or system that you improved so that customers would be better served.

3) Tell us about a time when you knew a customer might not get what he or she needed on time.  How did you handle this?

4) Tell us about a time you had to say “no” to a customer because it was against company policy.

5) Tell us about a time you had trouble with a difficult or demanding customer.  How did you handle this?

6) Tell us about a situation in which you “lost it’ or did not do your best with a customer.  What did you do about this?

Human Resources

1) Tell us why you chose Human Resources Management as your profession.

2) What do you like most about most about HR?  What do you like least, and what do you find the most challenging?

3) How do you stay current with changes in employment laws, practices and other HR issues?

4) An employee tells you about a sexual harassment allegation but then tells you they don’t want to do anything about it; they just thought you should know.  How do you respond?

5) Describe the most difficult employee relations situation you have had to handle, how was it resolved or not, and why?

6) As HR professionals, we often deal with legal and ethical situations.  Tell me us about an ethical situation you have encountered and what part you took in resolving it.  Tell me about any illegal discrimination charges you have handled and how these were resolved.

7) Tell us about your policy development experiences.  What employment policies have you developed or revised?  What is your experience in compiling or revising an Employee Handbook?

8) Describe your knowledge of/involvement with progressive discipline.

9) Describe your knowledge of/involvement with Performance Evaluation processes.

10) Tell us about programs that you have implemented.

11) Tell us about your experience in training and developing your employees or managers.

12) Tell us about training and development programs you have developed.

13) Tell us about a time when a manager wanted you to terminate an employee in contrast to your company’s termination policy.  How was it resolved?

14) How do you develop relationships with line managers?

15) Can you work extended hours when needed?

16) Tell us about your previous staffing efforts to fulfill diversity initiatives.  How did you accomplish this?

17) Provide us with an overview of your benefits enrollment process.  What duties are you responsible for within this process?

These are sample interview questions adapted from questions that were submitted by members of SHRM (Society of Human Resources Management).  They are presented to give you an idea on the types of questions that can be asked.  They can be adjusted to suit your needs.  As time permits, we will develop agency specific questions.  If you have some questions that you would like to share, please send them to the Regional Recruiter or Section Manager in the Office of Human Resources.
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[image: image5.emf]  Employment Verification Form       Today’s Date:   Click here to enter a date.   Position # :   Click here to enter text.   Job Title:   Click here to enter text.   Applicant Name:   Click here to enter text.  

Previous Employment  

  Employer Name:   Click here to  enter text.   Contact Person:   Click here to enter text.   Phone #:   Click here to enter text.   Dates of Employment:   From:  Click here to enter text.   To:   Click here to enter text.   What Pos ition did this employee hold?   Click here to enter text.   Ending  Salary:   Click here to enter text.   Would you rehire?   Yes   ☐   No   ☐     Interview Conducted by:   Click here to enter text.         Print Name                     Signature  


Appendix D
Department of Juvenile Justice

SELECTION REPORT

Title of Vacancy Filled: ______________________________________________________________________________

Job No.: ________       Pay grade: _______       Position Number: _____________       Effective Date: ________________

Facility Unit: _______________________________________________________________________________________

Position Status Prior to Being Filled: (check one):
Classified: _________
Unclassified: ________

APPLICANTS SELECTED FOR INTERVIEW:

Number of persons actively considered by interviewing or screening.  Does not include persons who remove themselves from consideration, or those who fail to meet minimum qualifications.

	White

M
	White 

F
	Black

M
	Black

F
	Asian

M
	Asian

F
	Native

Am M
	Native

Am F
	Hisp

M
	Hisp.

F
	Multi-Race M
	Multi-Race F

	
	
	
	
	
	
	
	
	
	
	
	


Number of applicants in the following designations:

	Current Classified Employees
	Current Unclassified Employees
	Not Current State Employees

	
	
	


SELECTEE:

Race and Gender –Please check one of the following:

	White

M
	White 

F
	Black

M
	Black

F
	Asian

M
	Asian

F
	Native

Am M
	Native

Am F
	Hisp

M
	Hisp.

F
	Multi-Race M
	Multi-Race F

	
	
	
	
	
	
	
	
	
	
	
	


Statuses of selectee prior to selection – Please check one of the following:
	Current Classified Employee
	Current Unclassified Employee
	Not Current State Employee

	
	
	


METHOD OF FILLING VACANCY:

Please check one of the following:

	Appointment
	Promotion
	Transfer
	Demotion
	Other

	
	
	
	
	


If you checked “Other” above, please explain: _____________________________________________________________

__________________________________________________________________________________________________

Were others involved in the selection process? (check  one) 
Yes _______
No _______

If so, how?  ________________________________________________________________________________________

Initial screening done by:  __________________________________________________________________________________________________

Interviews done by:  __________________________________________________________________________________________________

Person making selection:  __________________________________________________________________________________________________

Title:  ________________________________________________________________________________________

It is the policy of the Georgia Department of Juvenile Justice not to consider factors such as race or sex in the normal course of conducting its business.  In order to monitor actions to ensure compliance with the policy of nondiscrimination, the Department requires that certain records, including this selection report, be maintained.  Any questions regarding use of this form should be directed to the DJJ Employee Relations/EEO Unit at (404) 508-7256 or (404) 508-6643.

	
	Forward completed form to DJJ Human Resources as part of the employment package.
	


Appendix E
	


	
	
	
	
	
	
	
	
	

	Statement of Certification

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Position Title:
	 
	Position Number:
	 

	Position Location:
	 
	Job Code:
	 

	Opening/Closing Date:
	 
	Hiring Manager:
	 

	OHR Recruiter:
	 
	Phone #:
	 

	 
	 
	Package Sent:
	 

	 
	 
	Qualification
	 

	No.
	Applicant’s Name
	MMQ
	MPQ
	DNQ
	Comments

	1
	 
	 
	 
	 
	 

	2
	 
	 
	 
	 
	 

	3
	 
	 
	 
	 
	 

	4
	 
	 
	 
	 
	 

	5
	 
	 
	 
	 
	 

	6
	 
	 
	 
	 
	 

	7
	 
	 
	 
	 
	 

	8
	 
	 
	 
	 
	 

	9
	 
	 
	 
	 
	 

	10
	 
	 
	 
	 
	 

	11
	 
	 
	 
	 
	 

	12
	 
	 
	 
	 
	 

	13
	 
	 
	 
	 
	 

	14
	 
	 
	 
	 
	 

	15
	 
	 
	 
	 
	 

	16
	 
	 
	 
	 
	 

	17
	 
	 
	 
	 
	 

	18
	 
	 
	 
	 
	 

	19
	 
	 
	 
	 
	 

	20
	 
	 
	 
	 
	 

	21
	 
	 
	 
	 
	 

	22
	 
	 
	 
	 
	 

	23
	 
	 
	 
	 
	 

	24
	 
	 
	 
	 
	 

	25
	 
	 
	 
	 
	 

	26
	 
	 
	 
	 
	 

	27
	 
	 
	 
	 
	 


Appendix F

[image: image6.png]m REQUEST TO ADVERTISE VACANCY

From: /
Requesting Manager / Date submitted

\Work Unit:

Approved By: !
Division or Office Director / Date approved

REQUESTOR: Complete one of these forms for each position to be advertised. Submit this request to your Division or
Office Director for approval prior to submission to DJJ Human Resources. Keep a copy of this form for your records.

IMPORTANT NOTE: If requesting a 29-hour position, please attach a copy of the duties and minimum qualifications desired.
AAPPROVER: Sign the form signifying your approval of the request and forward it to HumanResources@dijj.state.ga.us.

PLEASE ADVERTISE THE FOLLOWING VACANCY ON THE DJJ WEB SITE

Position Job Title Pay Grade 8-digit (PeopleSoft)
Specific area of teaching Cerfication: Is this position Classified? Job Code:
T Yes ™ No
Scheduled hours per week: Shift of position:
29-hour position [ Yes ™ No Rate of pay (hourly position):
City of position: County of position:
Number of positions available: Work Unit of position:
Date position became vacant:
Date to open announcement: Date to close announcement:
Contact Person? Phone: Title:

Where else you would like us to advertise this vacancy? Please check as many as you want:

" Open to Current DJJ Employees Only.

r State Human Resources Administration System:
Tmportant Note: In order to review applications placed on HRA’s System, the contact person must have been issued a
UserID and password. Has the contact person been issued a UserID and password? [ Yes [ No
" Georgia Dept. of Labor [~ Teach Georgia [~ Georgia Dept. of Education
(Professional teaching vacancies only)
["  Other:
ADDITIONAL COMMENTS:

Vacant Date I: Dates must be
entered before Click to Email
OPB Approval Date Q: _ sending to HR

Revised 412014





Appendix G

WITHDRAWAL OF EMPLOYMENT OFFER

Date
Applicant Name
Applicant Address
Applicant Address
Dear Applicant Name:

On Date, you were offered employment with the Georgia Department of Juvenile Justice as a Job Title at the Work Unit, contingent upon your successfully passing a drug test.

This letter serves as notice that your employment offer with the Georgia Department of Juvenile Justice is withdrawn for the reason indicated below: 

 FORMCHECKBOX 

On Date, you were notified of the requirement that you undergo drug testing and you refused to undergo such testing.

 FORMCHECKBOX 

On Date, you were notified to report for drug testing.  You were to report to the Name of Site collection site no later than the close of business on Day and Date and failed to do so.

 FORMCHECKBOX 

On Date, you underwent drug testing.  Based on test results, the Medical Review Officer has determined that you have illegally used the drug(s) List Drug(s).

Additionally, you are disqualified from employment with any State employer for a minimum period of two (2) years from the date of this action.  You may file a written request with the Commissioner of the State Personnel Administration to remove the disqualification.  The decision of the Commissioner will be final.

Sincerely,

Name
Title

[image: image7.emf]Avery D. Niles ,  Commissioner                                   D EPARTMENT OF  J UVENILE  J USTICE     Nadine Crocker, Director Human Resources           3408 Covington Hi ghway     Decatur, Georgia     30032                 Telephone: (404) 508 - 7200, Fax: (404) 508 - 7286  

    Date _____________________       Dear  Applicant ,     This letter serves to confirm  the   contingent  offer of employment to you for the job  of      Juvenile Correction Officer 1;   Position Number _______________ with the  Department of    Juvenile Justice   at the facil ity located at  Bill Ireland in Milledgeville, GA.    This position is  in the  unclassified  service of the state, which means   that you or the Department of Juvenile Justice may  end the employment relationship at any time, for any reason other than an unlawful  reason .     This offer of employment is contingent upon successful completion of the criminal background  check, drug test and physical and work related references.        We are genuinely excited that you will be joining the  Department of Juvenile Justice   in this   capacity.                 Sincerely,           Office of Human Resources      



[image: image8.emf]              Date     <Applicant Name   <Applicant Address   <Applicant City, State, ZIP     Dear <Applicant:     Thank you for your interest in employment with the Department of Juvenile Justice as a  <position title>.  Your application and previous experience  were   reviewed and  found to  m e et the minimum qualifications for the position using pre - determined ,   job related   criteria.  You were invited and participated in an interview to continue the  selection   process.     After careful consideration, you were not selected for the position of <position title> .      We appreciate your interest in employment with the Department of Ju venile Justice, and  wish you much success in all your future endeavors.       Sincerely,        

Avery D. Niles , Commissioner                   D EPARTMENT OF  J UVENILE  J USTICE   Nadine Crocker , Director             3408 Covington Highway     Decatur, Georgia     30032   Office of Human Resources             Telephone: (404) 508 - 6500     Fax (404) 508 - 7286                               www.djj.state.ga.us    


DATE

Mr. XXXXXX

XXXXXXXXX

Lawrenceville, GA 30044

Dear Mr. XXXXX,

This letter serves to confirm my offer of employment to you for the job of (JOB TITLE), with the Department of Juvenile Justice.  The salary offered is $XXXXXX per year.   This position is in the unclassified service of the state, which means that you or the Department of Juvenile Justice may end the employment relationship at any time, for any reason other than an unlawful reason.

This is the final offer of employment and, once you accept, you are to report to work on START DATE, at TIME.  (PROVIDE OTHER REPORTING INFORMATION HERE.)

We are genuinely excited that you will be joining the Department of Juvenile Justice in this capacity.  In the interim, if you have questions or if I can provide further assistance, please feel free to contact me at (PHONE NUMBER) or (ALTERNATE PERSON AND PHONE NUMBER. 

Sincerely,

XXXXXX

TITLE

cc:
Personnel File

34

_1480846361.doc
[image: image2.wmf]

NEW HIRE EMPLOYMENT PACKAGE CHECKLIST

FULL-TIME (NON-SECURITY)

		NAME: 

Last

		First

		Middle Initial



		FACILITY:  



		 EFFECTIVE DATE:  







Rehire Approval

 FORMCHECKBOX 
 Deputy Commissioner Approval
 

 FORMCHECKBOX 
 Facility Director Approval


            Required for former DJJ employees
        

       Required for the rehire of non DJJ employees 


 FORMCHECKBOX 
 State Security Questionnaire/Loyalty Oath         FORMCHECKBOX 
 Georgia Driver’s History Consent          FORMCHECKBOX 
  GCIC Awareness Statement

 FORMCHECKBOX 
 Authorization to Release Background Information for Employment Purposes               FORMCHECKBOX 
 Applicant Self Background Checklist

 FORMCHECKBOX 
 I-9 Employment Eligibility Verification Form (Copies of documentations i.e. Drivers’ License, SSN) 

 FORMCHECKBOX 
 Request for Personnel Action 

 FORMCHECKBOX 
 Selection Report
 FORMCHECKBOX 
  DD214 (if applicable)

 FORMCHECKBOX 
 Employee Acknowledgement Statements (pages 1-9) 

  FORMCHECKBOX 
 PREA Acknowledgement Statement


 FORMCHECKBOX 
 W-4 Federal Tax Form                 FORMCHECKBOX 
 G-4 State of Georgia Tax Form 
 FORMCHECKBOX 
  Photograph


 FORMCHECKBOX 
 Proof of Applicant Certification and/or Valid Professional License/Certificate                 

 FORMCHECKBOX 
 Proof of High School Diploma/GED*/Certificate/Degree    

* IMPORTANT NOTE: If the candidate obtained their diploma from a correspondence school or received a diploma via the internet, the hiring agency will need to check & attach accreditation of the school. Schools issuing diplomas must be accredited by one of the POST accepted accrediting agencies (see www.advanc-ed.org or www.chea.org for acceptable accrediting agencies)

 FORMCHECKBOX 
 Selective Service System Form for males 18-25 years (www.sss.gov for verification)

 FORMCHECKBOX 
 Employment of Relatives Acknowledgement and Disclosure Form and supporting documentation (Policy 3.58) 


 FORMCHECKBOX 
 Employee’s Acknowledgement of the Governor’s Executive Orders

 FORMCHECKBOX 
 Georgia Applicant Processing Services Waiver 
 FORMCHECKBOX 
 Applicant Registration Receipt      FORMCHECKBOX 
 Direct Deposit Notification Form

 FORMCHECKBOX 
 State of Georgia Application

 FORMCHECKBOX 
 References (Last five years)



 FORMCHECKBOX 
 Designation of Outstanding Wages Form       

 FORMCHECKBOX 
 GSEPS 401(k) Plan Enrollment Information Notice

 FORMCHECKBOX 
 GSEPS Automatic Enrollment Acknowledgement 

 FORMCHECKBOX 
 Membership Election form for Vested Members of TRS or ERS (Used for vested rehires only)

 FORMCHECKBOX 
 Election/Declination of Membership for Those First Employed on or After Age 60

 FORMCHECKBOX 
 Criminal History Clearance Sheet (Expires after 60 days and must be valid on date of hire)           


 FORMCHECKBOX 
 Chain of Custody Drug Test Form, if applicable (Expires after 60 days and must be valid on date of hire)           


 FORMCHECKBOX 
 New Health Insurance Marketplace Coverage Options and Your Health Coverage Acknowledgement


 FORMCHECKBOX 
  MAPEP MS10-51 General Information pgs 1-2

 FORMCHECKBOX 
 MAPEP MS10-500 Health Information Checklist


 FORMCHECKBOX 
  MS10-52 Medical History Report pgs 1-3     

Facility Personnel Technician                                                                    Date


Central Office Personnel Technician



Date 
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NEW HIRE EMPLOYMENT PACKAGE CHECKLIST

PART-TIME 

		NAME: 

Last

		First

		Middle Initial



		FACILITY:  



		 EFFECTIVE DATE:  







Rehire Approval

 FORMCHECKBOX 
 Deputy Commissioner Approval


 FORMCHECKBOX 
 Facility Director Approval

       Required for former DJJ employees

        Required for the rehire of non DJJ employees

       


 FORMCHECKBOX 
 State Security Questionnaire/Loyalty Oath
      
 FORMCHECKBOX 
 Applicant Self Background Checklist


 FORMCHECKBOX 
 Authorization to Release Background Information for employment purposes 

 FORMCHECKBOX 
 Georgia Driver’s History Consent


 FORMCHECKBOX 
  GCIC Awareness Statement

 FORMCHECKBOX 
 I-9 Employment Eligibility Verification Form (Copies of documentations i.e. Drivers’ License, SSN)

 FORMCHECKBOX 
 Request for Personnel Action 
 FORMCHECKBOX 
 Selection Report
  FORMCHECKBOX 
  DD214 (if applicable)

 FORMCHECKBOX 
 Employee Acknowledgement Statements (pages 1-9) 

 FORMCHECKBOX 
 PREA Acknowledgement Statement



 FORMCHECKBOX 
 W-4 Federal Tax Form                 FORMCHECKBOX 
 G-4 State of Georgia Tax Form 
 FORMCHECKBOX 
  Photograph


 FORMCHECKBOX 
 Proof of Applicant Certification 

 FORMCHECKBOX 
 Valid Professional License/Certificate (if applicable)

 FORMCHECKBOX 

Proof of High School Diploma/GED*/Degree

* IMPORTANT NOTE: If the candidate obtained their diploma from a correspondence school or received a diploma via the internet, the hiring agency will need to check & attach accreditation of the school. Schools issuing diplomas must be accredited by one of the POST accepted accrediting agencies (see www.advanc-ed.org or www.chea.org for acceptable accrediting agencies)

 FORMCHECKBOX 
 Selective Service System Form for males 18-25 years (www.sss.gov for verification)

 FORMCHECKBOX 
 Employment of Relatives Acknowledgement and Disclosure Form (Policy 3.58) 


 FORMCHECKBOX 
 Employee’s Acknowledgement of the Governor’s Executive Orders

 FORMCHECKBOX 
 Georgia Applicant Processing Services Waiver 
 FORMCHECKBOX 
 Georgia Applicant Processing Services Registration Receipt

 FORMCHECKBOX 
 Direct Deposit Notification Form





 FORMCHECKBOX 
 State of Georgia Application

 FORMCHECKBOX 
 References (Last five years)



 FORMCHECKBOX 
 Designation of Outstanding Wages Form 

 FORMCHECKBOX 
 Georgia Defined Contributions New Hire Letter


 FORMCHECKBOX 
 Georgia Defined Contributions Form


 FORMCHECKBOX 
 Information about Social Security Form (Form SSA-1945)


 FORMCHECKBOX 
 Criminal History Clearance Sheet (Expires after 60 days and must be valid on date of hire)           


 FORMCHECKBOX 
 Chain of Custody Drug Test Form, if applicable (Expires after 60 days and must be valid on date of hire)           


 FORMCHECKBOX 
 New Health Insurance Marketplace Coverage Options and Your Health Coverage Acknowledgement

 FORMCHECKBOX 
  MAPEP MS10-51 General Information pgs 1-2

 FORMCHECKBOX 
 MAPEP MS10-500 Health Information Checklist


 FORMCHECKBOX 
  MS10-52 Medical History Report pgs 1-3     

Facility
Personnel Technician                                                                   Date

Central Office Personnel Technician



Date [image: image1.emf] 
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Date _____________________

Dear Applicant,


This letter serves to confirm the contingent offer of employment to you for the job of 

Juvenile Correction Officer 1; Position Number _______________with the Department of 

Juvenile Justice at the facility located at Bill Ireland in Milledgeville, GA.  This position is in the unclassified service of the state, which means that you or the Department of Juvenile Justice may end the employment relationship at any time, for any reason other than an unlawful reason.


This offer of employment is contingent upon successful completion of the criminal background check, drug test and physical and work related references.  

We are genuinely excited that you will be joining the Department of Juvenile Justice in this capacity.  







Sincerely,


Office of Human Resources

Avery D. Niles, Commissioner			       	                 Department of Juvenile Justice







Nadine Crocker, Director Human Resources					3408 Covington Highway ( Decatur, Georgia ( 30032



							Telephone: (404) 508-7200, Fax: (404) 508-7286
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AN EQUAL OPPORTUNITY EMPLOYER
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Page 2

Cont’d Zellner, J.



 (
Avery D. Niles
, Commissioner
       
Department of Juvenile Justice
Nadine Crocker
, Director
3408 Covington Highway 
 Decatur, Georgia 
 30032
Office of Human Resources
Telephone: (404) 508-6500 
 Fax (404) 508-7286
         www.djj.state.ga.us
)













Date



<Applicant Name

<Applicant Address

<Applicant City, State, ZIP



Dear <Applicant:



Thank you for your interest in employment with the Department of Juvenile Justice as a <position title>.  Your application and previous experience were reviewed and found to meet the minimum qualifications for the position using pre-determined, job related criteria.  You were invited and participated in an interview to continue the selection process.



After careful consideration, you were not selected for the position of <position title>. 



We appreciate your interest in employment with the Department of Juvenile Justice, and wish you much success in all your future endeavors.





Sincerely,







AN EQUAL OPPORTUNITY EMPLOYER

oleObject1.bin
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[image: ]	Employment Verification Form



	Today’s Date:	Click here to enter a date.

Position #:	Click here to enter text.	Job Title:	Click here to enter text.

Applicant Name:	Click here to enter text.

		Previous Employment







Employer Name:	Click here to enter text.

Contact Person:	Click here to enter text.	Phone #:	Click here to enter text.

Dates of Employment:	From: Click here to enter text.	To:	Click here to enter text.

What Position did this employee hold?	Click here to enter text.

Ending Salary:	Click here to enter text.

Would you rehire?	Yes  ☐	No  ☐



Interview Conducted by:	Click here to enter text.	

		Print Name

						

		Signature
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NEW HIRE EMPLOYMENT PACKAGE CHECKLIST

FULL-TIME (TEACHER)

		NAME: 

Last

		First

		Middle Initial



		FACILITY:  



		 EFFECTIVE DATE:  







Rehire Approval

 FORMCHECKBOX 
 Deputy Commissioner Approval
 

 FORMCHECKBOX 
 Facility Director Approval


              Required for former DJJ employees
        

       Required for the rehire of non DJJ employees



 FORMCHECKBOX 
 State Security Questionnaire/Loyalty Oath
 FORMCHECKBOX 
 Georgia Driver’s History Consent
           FORMCHECKBOX 
  GCIC Awareness Statement

 FORMCHECKBOX 
 Authorization to Release Background Information for employment purposes                FORMCHECKBOX 
 Applicant Self Background Checklist

 FORMCHECKBOX 
 I-9 Employment Eligibility Verification Form (Copies of documentations i.e. Drivers’ License, SSN)

 FORMCHECKBOX 
 Request for Personnel Action 
 FORMCHECKBOX 
 Selection Report
 FORMCHECKBOX 
 DD214 (if applicable)

 FORMCHECKBOX 
 Employee Acknowledgement Statements (pages 1-9)

 FORMCHECKBOX 
 PREA Acknowledgement Statement 



 FORMCHECKBOX 
 W-4 Federal Tax Form                 FORMCHECKBOX 
 G-4 State of Georgia Tax Form 
 FORMCHECKBOX 
  Photograph

 FORMCHECKBOX 
 Statement of Certification and/or Valid Professional License/Certificate 




 FORMCHECKBOX 
 Professional Credentials and Acknowledgement Form


 FORMCHECKBOX 
 School Experience Verification Form (2002-3)

 FORMCHECKBOX 
 Teacher Statement of Previous School Experience Form (2002-4)


 FORMCHECKBOX 
 Proof of High School Diploma/GED*/Certificate/Degree    * IMPORTANT NOTE: If the candidate obtained their diploma from a correspondence school or received a diploma via the internet, the hiring agency will need to check & attach accreditation of the school. Schools issuing diplomas must be accredited by one of the POST accepted accrediting agencies (see www.advanc-ed.org or www.chea.org for acceptable accrediting agencies)

 FORMCHECKBOX 
 Selective Service System Form for males 18-25 years (www.sss.gov for verification)

 FORMCHECKBOX 
 Employment of Relatives Acknowledgement and Disclosure Form and supporting documentation (Policy 3.58) 


 FORMCHECKBOX 
 Employee’s Acknowledgement of the Governor’s Executive Orders

 FORMCHECKBOX 
 Georgia Applicant Processing Services Waiver 
 FORMCHECKBOX 
 Georgia Applicant Processing Services Registration Receipt

 FORMCHECKBOX 
 Direct Deposit Notification Form

 FORMCHECKBOX 
 State of Georgia Application
 FORMCHECKBOX 
 References (Last five years of employment) 

 FORMCHECKBOX 
 Designation of Outstanding Wages Form                 

 FORMCHECKBOX 
 GSEPS 401(k) Plan Enrolment Information Notice

 FORMCHECKBOX 
  GSEPS Automatic Enrollment Acknowledgement 

 FORMCHECKBOX 
 Membership Election form for Vested Members of TRS or ERS (Used for vested rehires only)

 FORMCHECKBOX 
 Election/Declination of Membership for Those First Employed on or After Age 60 

 FORMCHECKBOX 
 Information about Social Security Form (Form SSA-1945)

 FORMCHECKBOX 
 Criminal History Clearance Sheet (Expires after 60 days and must be valid on date of hire)           


 FORMCHECKBOX 
 Chain of Custody Drug Test Form, if applicable (Expires after 60 days and must be valid on date of hire)           


 FORMCHECKBOX 
 New Health Insurance Marketplace Coverage Options and Your Health Coverage Acknowledgement

 FORMCHECKBOX 
 MAPEP MS10-51 General Information pgs 1-2
 FORMCHECKBOX 
 MAPEP MS10-500 Health Information Checklist  FORMCHECKBOX 
 MS10-52 Medical History Report pgs 1-3     

Facility
Personnel Technician                                                                   Date


Central Office Personnel Technician



Date [image: image1.emf] 
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NEW HIRE EMPLOYMENT PACKAGE CHECKLIST

FULL-TIME (SECURITY)

		NAME: 

Last

		First

		Middle Initial



		FACILITY:  



		 EFFECTIVE DATE:  







Rehire Approval

 FORMCHECKBOX 
 Deputy Commissioner Approval
   

  FORMCHECKBOX 
 Facility Director Approval


             Required for former DJJ employees
          

        Required for the rehire of non DJJ employees 


 FORMCHECKBOX 
 State Security Questionnaire/Loyalty Oath
 FORMCHECKBOX 
 Georgia Driver’s History Consent
 FORMCHECKBOX 
 GCIC Awareness Statement

 FORMCHECKBOX 
 Authorization to Release Background Information for employment purposes                FORMCHECKBOX 
 Applicant Self Background Checklist

 FORMCHECKBOX 
 I-9 Employment Eligibility Verification Form (Copies of documentations i.e. Drivers’ License, SSN) 

 FORMCHECKBOX 
 Request for Personnel Action 

 FORMCHECKBOX 
 Selection Report

 FORMCHECKBOX 
  DD214 (if applicable)

 FORMCHECKBOX 
 Employee Acknowledgement Statements (pages 1-9) 

 FORMCHECKBOX 
 PREA Acknowledgement Statement

 FORMCHECKBOX 
 W-4 Federal Tax Form                 FORMCHECKBOX 
 G-4 State of Georgia Tax Form 
 FORMCHECKBOX 
  Photograph


 FORMCHECKBOX 
 Proof of Applicant Certification and/or Valid Professional License/Certificate
 FORMCHECKBOX 
 Birth and Citizenship Verification

 FORMCHECKBOX 
 Proof of High School Diploma/GED*/Certificate/Degree             FORMCHECKBOX 
  Compass Test Score
     FORMCHECKBOX 
  TQ-16 (for JCO 1 only)

* IMPORTANT NOTE: If the candidate obtained their diploma from a correspondence school or received a diploma via the internet, the hiring agency will need to check & attach accreditation of the school. Schools issuing diplomas must be accredited by one of the POST accepted accrediting agencies (see www.advanc-ed.org or www.chea.org for acceptable accrediting agencies)

 FORMCHECKBOX 
 Selective Service System Form for males 18-25 years (www.sss.gov for verification)

 FORMCHECKBOX 
 Employment of Relatives Acknowledgement and Disclosure Form and supporting documentation (Policy 3.58) 


 FORMCHECKBOX 
 Employee’s Acknowledgement of the Governor’s Executive Orders

 FORMCHECKBOX 
 Georgia Applicant Processing Services Waiver 
 FORMCHECKBOX 
 Applicant Registration Receipt      FORMCHECKBOX 
 Direct Deposit Notification Form

 FORMCHECKBOX 
 State of Georgia Application
        FORMCHECKBOX 
 References (Last five years of employment)

 FORMCHECKBOX 
 JCOI supplement form 

 FORMCHECKBOX 
 Designation of Outstanding Wages Form       

 FORMCHECKBOX 
 GSEPS 401(k) Plan Enrollment Information Notice

 FORMCHECKBOX 
  GSEPS Automatic Enrollment Acknowledgement

 FORMCHECKBOX 
 Membership Election form for Vested Members of TRS or ERS (Used for vested rehires only)

 FORMCHECKBOX 
 Election/Declination of Membership for Those First Employed on or After Age 60

 FORMCHECKBOX 
 Criminal History Clearance Sheet (Expires after 60 days and must be valid on date of hire)           


 FORMCHECKBOX 
 Chain of Custody Drug Test Form (Expires after 60 days and must be valid on date of hire)           


 FORMCHECKBOX 
 New Health Insurance Marketplace Coverage Options and Your Health Coverage Acknowledgement

MAPEP






 


 FORMCHECKBOX 
  MS10-51 General Information pgs. 1-2          FORMCHECKBOX 
 MS10-500 Health Information Checklist            FORMCHECKBOX 
  MS10-52 Medical History Report pgs 1-3     

 FORMCHECKBOX 
  MS10-56 Medical Findings pgs 1-3           FORMCHECKBOX 
 MS10-57 Report to Employing Agency          FORMCHECKBOX 
 POST Physician’s Affidavit pgs 1-2


Facility Personnel Technician                                                                    Date


Central Office Personnel Technician



Date 
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