Human Resources
Recruitment/ Selection/Job Offer FAQ’s

1) Can we post for internal candidates only?

Yes, Departments have the option to post SPA permanent and time-limited positions as internal only.   Internal only recruitments limit applicants to current, permanent, or time-limited employees of UNC-Chapel Hill or to individuals with UNC-Chapel Hill layoff priority.    Internal only recruitments may not be limited to employees of any specific unit, department or division of the University, nor may any of the positions’ essential requirements indirectly infer required employment in a specific area of the University.  (See Internal Only Recruitment for SPA positions)
2) What is the minimum time period a position can be posted? 

Vacancies for SPA positions must be posted for a minimum of five business days.  The posting cannot close on a day on which the Office of Human Resources is closed for business.

3)  What do we need to do if we need to extend the closing date for recruitment?  

Please contact your OHR Employment Consultant.  843-2658. Extensions to posting periods must be at least three business days.
4) If the pay band minimum is below $25,000 can we post that amount?

No, there will be no annual SPA salary below $25,000.

5) Can we administer Pre-Employment Testing?

Yes, you may.  However, pre-employment testing (written, oral, physical, skills) requires the hiring department to receive prior approval from your Employment Consultant.  Please contact Jennifer Turner to discuss.  Test procedures and results must be retained by the hiring department for at least 2 years.

6)  Is it mandatory to interview layoff candidates?  

Yes, persons who have been laid off have re-employment priority through State Law, State policy, and University policy.  This includes persons laid off from other State universities and agencies.  Persons identified by the Office of Human Resources as being entitled to re-employment priority due to their layoff status must be interviewed when they are referred for a specific position for which they are qualified.  Interviewing layoff candidates is an essential part of re-employment priority.  (Recruitment & Hiring Policy, Candidate Selection-See “Layoff Re-Employment Priority”)
7)  How long does a layoff candidate retain priority re-employment consideration? Priority re-employment consideration for State positions is up to 24 months for those employees notified of layoff from May 1, 2009 through June 30, 2011.

8)  Do I still have to interview a layoff candidate if his/her year of priority has expired?

Yes, as long as the layoff candidate was referred during his/her year of priority, he/she retains the priority until the recruitment for the position is closed.

9)  When does a person’s layoff priority begin?  

Layoff priority begins as soon as the candidate receives their notification of layoff.   Candidates may appear on the selection document as internal candidates until their termination occurs.

10)  How can I check the accuracy of the layoff candidate’s status?

You can contact Jennifer Turner at 962-9677 in the SOM HR office.

11)  Do I need to submit a justification letter if I do not select a layoff candidate?
If you select a current state employee (SPA) over a layoff candidate, you do not need to submit a justification letter.  However, if you select an external candidate, including a temporary or EPA employee, you must submit a justification letter of why the layoff candidate cannot perform the posted essential job functions of the position in a reasonable training period given any new employee.  Please contact Jennifer Turner, SOM HR regarding guidelines.

12)  Are there a certain number of applicants that must be interviewed?
The hiring department determines which applicants are the best qualified among those referred and then contacts those candidates directly to schedule interviews.  It is expected that hiring departments will interview at least three candidates.  (Recruitment and Hiring Policy, Application Referral & Interviewing-See “Best Qualified Pool and Interviewing”)
13) Whose responsibility is it to check references on the selected candidate?
Hiring supervisors are expected to complete reference check(s) on the selected candidate priority recommendation of employment.   (OHR reference checking procedure) 

14)  Do I have to list a recommended salary on the selection documents?

No, this is optional to include on the selection documents.  However, a completed salary recommendation form, which includes recommended salary and justification, is required.
15) I have already run a criminal conviction check on my temporary employee; do I have to run it again, now that the temporary is the selected candidate for the permanent position?If the background check was run within thirty days, you do not have to run it again, but you do need to have the candidate complete a new form and sign to indicate there are no convictions in the last 30 days if this is the case.

16)  Can we fax job offer packets including requests for criminal conviction checks to the SOM HR office? 
 Yes, we recommend that you fax us the paperwork to speed the job offer process.  Then, please follow this by sending us the originals through campus mail.  

17) If the selected candidate is a transfer and we need to verify salary, how can we verify this information?  

You should contact Jennifer Turner in SOM HR to discuss current and proposed salary to ensure proposed salary meets current policy requirements.
18)  If a Current UNC employee accepts a transfer offer to another department, how is the effective date of transfer determined?

When a current, permanent University SPA employee accepts a transfer offer to another department, the two departments involved are responsible for arriving at the starting date for the transfer.  If the two departments do not agree on an effective date, they refer the issue to their respective organizational superiors.

19)  How long is the probationary period?

Individuals receiving initial appointments to permanent or time-limited positions serve a probationary period of at least 90 calendar days from the date of hire.  Except for a layoff priority candidate who is reemployed, a former State employee having a break in service greater than 31 days also must serve a probationary period.  (OHR Probationary Period Policy).
20) Can the probationary period be longer than 90 days?  Such an exception must be approved by OHR, contact your Employment Consultant at 962-2658 for further advisement.  (It is allowable for a department with specialized and/or scarce skills requirements to establish a standard six-month probationary period as a condition of employment.  This must be explained to candidates during the job offer process) 
21) What is the Welcome to Carolina Session?

This is a ½ day session held a UNC HR.  The first half includes the Job Acceptance Session, review and signing of conditions of employment, completion of I-9, direct deposit and tax forms and Creditable State Service form.  The second half of the session includes a benefit orientation along with review of SPA Programs, Policies, Services, and then a Benefits Review Q&A session.
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