Hiring Review Checklist
Follow these hiring steps for all positions.  OSER DAA will verify steps completed by file review during monitoring visit. 

	Agency 
	

	Division/Bureau/Unit
	

	Job Title
	 

	Job Group Name and Number
	

	Transfer                            
	   ( Yes     (   No     If Yes, process ends.  

	Underutilized for Racial/Ethnic Minorities          
	   ( Yes     (   No    

	Underutilized for Women                    
	   ( Yes     (   No   

	Are there AA candidates on the register?
	   ( Yes     (  No   

	Are there AA candidates on the cert list?
	   ( Yes     (  No   

	 
	
	

	Contacts
	Name
	Phone
	Email

	Manager/Supervisor
	     
	
	

	Human Resources Staff (HR)
	 
	
	

	Affirmative Action Officer/Designee (AAO)
	 
	
	


	Date
	Step 
	Hiring Review Process

	
	1
	HR contacts AA Officer to discuss EEO/AA options for recruitment and examinations. 

	 
	2
	AAO approves the Recruitment Activity Plan (RAP). 

	 
	3
	HR notifies hiring individuals about AA goals. (e.g. bureau director, section chief, supervisor, interview question developers, and interview/rating panels)

	 
	4
	AAO reviews and approves proposed interview questions and benchmarks for evaluating candidates. 

	 
	5
	AAO reviews and approves balanced interview panel. When the agency’s attempts fail to develop a diverse, balanced panel, the AAO may issue a waiver for the selection process.

	 
	6
	AAO informs interview panel of the EEO/AA objectives. 

	 
	7
	AAO reviews written hiring justification for non AA hires in underutilized positions.  See OSER-DAA-11.


	Recommended candidate’s name _____________________________________

Is the recommended candidate a target group member?  

( Yes, complete OSER-DAA-11 and place in recruitment file

( Yes, but target group candidate declines offer, complete OSER-DAA-11 and place in recruitment file.

( No, but no target group applicants on cert list, complete OSER-DAA-11 and place in recruitment file. 

( No, complete OSER-DAA-11 and forward to AAO. Prior to making an offer, AAO must approve.  If the AAO does not approve OSER-DAA-11, AAO will discuss with hiring authority. If still no consensus AAO will discuss with Appointing Authority at the agency (e.g. Secretary, Commissioner, Director etc).




