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HUMAN RESOURCES

SAN FRANCISCO ST ATE UNIVERSITY

Report Number 04-25
September 28, 2004

RECRUITMENT, SELECTION, AND HIRING

FACULTY AND STAFF FILES

Recommendation 1

We recommend that the campus:

a. Enhance current training efforts for hiring committee chairs and other persons involved in the
tenure-track recruitment function to ensure that campus files evidence that the secret ballot
process is used for the selection of the hiring committee, professional references and educational
qualifications are verified, interviews are held with the top candidates, and appropriate
correspondence is mailed to applicants who are removed from the pool.

b. Provide formal training to campus managers and other persons involved in the recruitment and
hiring of staff personnel.

c. Implement controls to periodically review a selected number of tenure-track recruitment files to
ensure compliance with campus policies and procedures.

d. Clarify recruitment file retention policies with hiring committee liaisons.

e. Provide clear direction to hiring departments for submitting recruitment documentation to the
human resources department.

f. Implement controls to ensure that Form 1-9s are properly completed.

Campus Response

We concur. To enhance training efforts for hiring committee chairs and other persons involved in
recruiting, Faculty Affairs will develop a "Tenure-Track Hiring Guide" to augment the current
25 page Faculty Recruitment and Hiring Handbook. The guide will highlight key elements of the
hiring process, which will include documentation of the secret ballot process, verification of
references and educational qualifications, documentation of interviews with top candidates, and
evidence of correspondence mailed to applicants who are removed from the pool. Other key
hiring practice issues, including file retention policies and file security policies, will be included
in the guide. Using the Tenure-Track Hiring Guide, the Dean of Faculty Affairs and Professional
Development or designee will conduct a training session with each college at the beginning of

a.
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each fall semester (commencing with Fall 2005) and will follow up individually with the chair of
each hiring committee throughout the fall semester. The Dean or designee is in the process of
contacting the chair of each Hiring Committee for those searches already underway in 2004-2005
to review the key practice and documentation elements described above. Of the 49 searches
approved for 2004-2005, contact has been made with 37 committee chairs and the remainder will
be contacted by November 30, 2004. Expected completion date: March 2005.

b. We concur. In response to the need for additional management training in variou~ areas
identified in the Human Resources Audit, an independent Professional Development Unit has
been established within the Division of Human Resources, Safety & Risk Management. Conflict
of Interest, Information Security and Confidentiality, Performance Coaching and Sexual
Harassment will be the first four priorities. The Recruiting workshop is scheduled to be
presented beginning March 2005. Key topics will include how to recruit, interview, conduct and
document reference checks, select and recommend candidates, and hire, including the 1-9
process. The initial presentation will be in a traditional workshop setting with a videotape
workshop to be available when workshop is not offered and an online training format
(Macromedia Breeze) to be available at employee's desktop beginning July 2005. Expected
completion date: March 2005.

c. We concur. An audit checklist will be developed to identify those items that must be included in
all tenure-track recruitment files. Beginning in the spring 2005 semester, the Dean of Faculty
Affairs and Professional Development or designee will conduct an audit of randomly selected
tenure track files (one for each of the eight colleges) to ensure compliance with campus policies
and procedures. Expected completion date: March 2005.

d. We concur. The tenure-track recruitment file retention policies will be included as a highlight in
the "Tenure-Track Hiring Guide" and in the college training sessions to be conducted each fall.
Expected completion date: March 2005.

eo We concur. Human Resources Practice Directive #105 will be revised to include a recruiting
check-list. Reminder notices will be sent to hiring managers regarding the recruitment process,
timelines and documentation. Job offers will be delayed pending receipt of appropriate recruiting
materials and documentation. Training will be provided by the Professional Development unit in
consultation with the Employment unit. Expected completion date: February 2005.

f.

We concur. The following actions have taken place to ensure 1-9 completion:

1) The Employment Manager has already brought this matter to the attention of the two
Employment Representatives to fill in the employment date in Section 2, Certification of the
1-9 Form for staff hires.

2) Working with the Manager of Professional Development, recruitment training and
information sessions will include the 1-9 process.

3) The Employment Manager now conducts recurring random audits of the 1-9 forms to spot
check for missing information from the departments directly on both faculty and staff 1-9
forms.
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4) A listing of campus wide Office Coordinators responsible for 1-9 information for their
colleges/ departments has already been established and will be updated as changes in
personnel occur. This list will be used to send reminders, 1-9 program updates, and new
information on 1-9 from the Bureau of Citizenship & Immigration Services (now BCIS,
formerly Immigration and Naturalization Services (INS)) as information is received.

PROFESSIONAL LICENSE, CERTIFICATION, AND REGISTRATION
REQUIREMENTS

Recommendation 2

We recommend that the campus:

a. Correct the programming error in the computer report that is used to track for the receipt of
current license, certification, and/or registration requirements for employees with expired items.

b. Implement controls to periodically review the usefulness and currency of the computer report
that is used to track for the receipt of current license, certification, and/or registration
requirements for employees with expired items.

Campus Response

a. We concur. The report reviewed by the auditors was the SFSU-CCS Admin Sys, HREPIM2-L
HRlS Pims Load Employees Professional Licenses, (PIMS report) which identifies PIMS social
security numbers only in the 500 and 600 series (California residents only). This report should
list all SFSU employees requiring certificates, licenses and all expiration dates and those with
Lifetime Certificates with social security numbers within and outside California. The PIMS
report was written by an employee in our Division of Information Technology many years ago
and is run through a system (MYS) that will be eliminated in February 2005. The report will be
revised/updated using information obtained from our PeopleSoft system and/or through CIRS
Compendium Reports, both of which identify all social security numbers. It is estimated that the
programming corrections will be completed by January 2005 and we will start receiving
quarterly reports showing all employees with certificates and licenses against which we will
ensure that all expired licenses have been updated.

b.

We concur. The following practices have been instituted:

1) The Employment Unit receives a monthly report, "THE CALIFORNIA STATE
UNNERSffY PROFESSIONAL LICENSE EXPIRATION DATE REPORT -PIMS
REPORT PDC4057" against which all expired licenses are checked, renewals are verified
and reported for that and the next month. If the names recur on the next month's list, the
Employment Manager consults with the Payroll Officer to confinn processing. The
Employment Manager has met with the Employment Unit and the Payroll Unit to reiterate
the license/certificate renewal process including time lines for keying infonnation into the
system in order to avoid recurring names showing up on the list the next month.

of 5F:\Audits\Active Audits\Human Resources 0424-0434\0425 -San Francisco\Campus Response.docPage
11/12/2004

3



APPENDIX B ..Page 5 of 6

The license/certificate renewal verification process includes the following steps:

2) The Employment Unit contacts the employee and requests a copy of his/her renewed license
or certificate (those not complying are brought to the Employment Manager's attention and
the Unit Manager is contacted immediately). Original licenses/certificates are retained either
with the employee or in the employee's department.


