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  I.
PURPOSE

To maximize District efforts and resources in the recruitment and selection process in order to identify the best applicants available.

 II. 
SCOPE

This policy applies to the recruitment and selection of all paid positions within the District’s Classification Plan, with the exception of the position of Fire Chief.

III. 
POLICY

When a position vacancy occurs, the Fire Chief shall coordinate a recruitment, examination, assessment, and selection program designed to identify the most capable individual for the position, without regard to race, sex, color, age, national origin, religious affiliation or disability.

IV.
GUIDELINES

A. POSITION & EXAMINATION ANNOUNCEMENTS

1. The Fire Chief shall review the position opening, the job description, position requirements, and any other pertinent information related to the position vacancy.  The Fire Chief shall give final approval to the minimum requirements established for the position, on the premise that circumstances may at times drive some variation in the specific requirements for that particular position vacancy.

2. Upon notification of a position vacancy, first consideration shall be given to any possibilities of internal promotion or internal transfer requests.  If an eligibility list does not already exist, a promotional examination process shall be administered in order to create such a list.

3. Based upon the hiring needs, the Fire Chief shall prepare an official position and examination notice and activate appropriate recruiting processes.
4. Public notice of all position announcements and entry-level examinations for initial employment with the District shall be published in the Administration Office and in the fire stations. Such announcements shall be posted for a minimum of five days.  Additionally, at the discretion of the Fire Chief, a classified advertisement may be placed in at least one newspaper of general circulation.  The duration of this advertisement shall be at the discretion of the Fire Chief.  

5. Announcements shall include the following information:

a. Title of the position

b. Overview of the essential duties and responsibilities

c. Salary range

d. Minimum qualifications

e. Application procedure, including the final date for filing application

f. Description of the examination process

B. APPLICATION PROCESS

1. All external applicants shall be required to complete and submit an application form in order to be considered for employment.  Additionally, external applicants must read the Applicant Notebook and sign a statement of understanding and agreement.  Internal applicants shall be required to submit a letter of interest in order to be considered for another position within the District.  The Fire Chief shall screen incoming applications and/or letters of interest to identify candidate qualifications.

2. All applicants shall be notified of their approval or rejection for participation in the examination process.  Such notification shall occur at least one week prior to the date of the commencement of the examination process.  Those applicants approved for the examination shall receive notification of the date, time, place, and conditions of the testing.

3. The Fire Chief shall have the authority to reject an applicant for the following causes:

a. Lack of minimum qualifications or requirements as set forth in the position announcement;

b. Falsification of information or material omission of information in the application process;
c. Failure to successfully pass a physical exam, including drug screening, or a background review, including motor vehicle records and criminal conviction history;

d. Prior employment with HFD that resulted in a status of ineligibility for rehire.

C. EXAMINATION PROCESS

1. The Fire Chief shall be responsible for the administration of the examination processes.

2. Upon recommendation by the Fire Chief, the Board may authorize the use of either a contract agency for examination administration or the cooperative participation of HFD in joint examination with other jurisdictions.

3. Any pre-employment examinations shall be job-related so as to assess the candidate’s ability and suitability to meet the job requirements.

4. The examination process for all positions shall be a competitive process.

5. In the event of a position above entry level, a competitive internal examination shall be administered, unless the Fire Chief determines that there are not sufficient numbers of qualified internal candidates to meet the needs of the District.  In such instance, the position shall be subject to an open competitive process, thereby allowing external applicants to participate.  

6. Internal examinations shall only be open to those employees who have successfully completed their initial probationary period. 

7. Examinations for any positions being held on an open competitive basis may include any of the following components: application screening, written examination, physical abilities test, practical skills evaluation, oral interview or assessment center. 

8. Internal examination processes may include any of the following components:  review of minimum qualifications, written examination, practical skills evaluation, oral interview, assessment center, review of job performance and attendance.

D. EXAMINATION SCORING

1. The minimum passing score for all examinations shall be determined by the Fire Chief.  Failure of any portion of the examination process may be grounds for failure of the entire examination process.

2. In the event of a combination examination process, the Fire Chief shall determine the relative value or weight of each portion of the examination.  Any portion of the examination may be designated as “qualifying only”, indicating that such portion shall be on a pass/fail basis to determine the candidate’s eligibility to continue in the examination process. 
3.  Any veteran of the armed forces of the United States separated from the armed forces under honorable conditions following more than six months of active duty shall, in the final determination of scoring, be given a veteran preference of five percentage points over persons other than veterans.  This shall be added to the grade earned by such veteran only if the veteran earns a passing score without preference.
4. An additional five percentage point preference will be awarded for any veteran who has a service-connected disability or according to the definitions of the Americans with Disabilities Act, is considered to be disabled.  This preference shall also be given to the spouse or surviving spouse of the following:  a veteran who dies of a service-connected disability, a member of the armed forces who is listed with the secretary of defense as missing in action, or a person who has a total permanent disability resulting from a service connected disability or who died while such disability was in existence.
5. An additional five percentage point preference will be awarded for any HFD volunteer in good standing.
E. ESTABLISHMENT OF ELIGIBILITY LISTS

1. Those applicants who successfully pass the examination process shall be placed on a ranked eligibility list.  The Fire Chief shall determine the ranking of this list based upon the final scores that reflect the total scores of the testing process. If two or more candidates have the same final grade, they shall be ranked in order of their scores in that portion of the examination that was more heavily weighted.  Preparation of the eligibility list shall be carried out according to the policy entitled Policy 10.05 Employment Eligibility. In the case of internal candidates, if a tied score remains, the candidate with the greater seniority in the current position shall be ranked ahead of the other.  In the case of external candidates, if a tied score remains, the candidates shall be ranked in alphabetical order.

2. In the event that the examination process does not yield an eligibility list or a successful candidate, the Fire Chief shall either repeat the process or in the case of an internal examination, open the process to external applicants.

F. ADDITIONAL SELECTION PROCESSES

1. The Fire Chief shall conduct background investigations and reference checks on any applicant to whom an offer of employment is being extended.  The offer of employment shall be extended contingent upon successful completion of the background check.  This shall be done to verify past employment history and to secure personal and professional references.  This step shall only be taken if the applicant has submitted a signed application form and a release form allowing the District to conduct a background investigation. 
2. Although prior criminal convictions shall not automatically disqualify an applicant for employment, a background investigation shall be thoroughly reviewed and the Fire Chief shall make an appropriate determination on an individual case basis.
3. The Fire Chief may use the Rule of Three in selecting the final candidate for the position from the eligibility list.  Thus, the Fire Chief may use his discretion in identifying the best candidate from any of the top three candidates on the Eligibility List.  

4. New hire job offers shall be extended contingent upon successful completion of a medical/physical examination and a drug screening.  If the examination determines that the individual does not successfully pass these examinations, the offer shall be withdrawn.

5. On or before the new employee’s first day of employment, all necessary new hire paperwork shall be completed.  At such time, the employee shall be required to comply with the provisions of the policy entitled Policy 10.08 Immigration Reform and Control Act (IRCA) of 1986.
6. All employees shall be required to take a loyalty oath prescribed by the District affirming that one will support and defend the constitution of the United States and the State of Arizona.
7. New employees shall be oriented to their specific position and to the District. The orientation shall be the joint responsibility of the supervisor and the Administrative Assistant.
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