Hiring Directions
· Before contacting District Director’s office, review Employment Procedures in Office Procedure Manual.  This should answer most of your questions.
· A requisition summary will be sent to you for your review.  Make any changes and return to DD’s office.  The position will then be posted on the web for 2 weeks.

· The position must also be advertised in your local newspaper for at least one week.  A sample announcement is in the “Office Procedure Manual”. The announcement can also be posted at Manpower services and other locations.  Instruct applicants to go to http://www.uky.edu/UKjobs/ to complete application.  Some applicants may not have access to a computer and you may need to allow them to use computer in your office or direct them to the public library.
· When the application deadline is passed, you will be give a guest user number and password.  You can now study qualifications of each applicant and determine who qualifies for an interview.

Copies of all correspondence to applicants must be included in the Affirmative Action Position file which will be maintained in the county.  A copy of the ad, list of locations where it was posted, the offer letter and  copy of the Hiring Report Form should be included in this file.  Sample letters sent to referrals are located on the web at http://www.ca.uky.edu/internal/forms2.htm under “Office Procedure Manual”.

· When screening is completed, interviews conducted and a selection made, a letter offering the position to the candidate selected must be generated.  Included in this letter should be the starting date, number of hours worked per week, the starting salary and the request for an acceptance letter. A letter notifying those not selected must also be generated.   You must contact the DD’s Administrative Assistant for the starting date of the new employee.   A letter notifying those not selected must also be generated.   
· When offer has been accepted, employee must undergo a background check. Contact DD Administrative Assistant with name, start date, and salary.   You may also require drug screening at county’s expense.
· At the time a new employee accepts the offer of employment and at least two weeks prior to the first day of work, the DD’s Adm Asst should have the following information and completed forms.  Failure to complete these forms correctly and in a timely manner will result in delay of start date.
1. Copy of newspaper ad
2. Employment Eligibility Verification (I-9)
3. Offer Letter 
4. Acceptance Letter 
5. Hiring Report Form for County Staff
6. Form W-4
7. Form K-4
8. University of Kentucky Local/City Tax Form
9. Drug Free Workplace Policy Notification Form and Certification
10. Authorization Agreement for Direct Deposit Form - (Direct Deposit Mandatory)  Include with this form a voided check or deposit slip.
· New employees have 30 days to complete benefit forms. They can be found at www. uky.edu/HR/benefits

-Group Life Insurance Plan Enrollment Form

-Accidental Death and Dismemberment Plan Enrollment Form

-Health Insurance and Dental Plan Enrollment Form

-Flexible Spending Plan Enrollment Form

-Retirement Benefits Form

-Volunteer Self Disclosure Form

· Employee Orientation Check Sheet (completed within first 3 days of employment and sent to DD office)

· At the end of 90 days, supervising agent must complete “End of Orientation Performance Appraisal” and send to Employee Records. Copy to DD office.
