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	PURPOSE

The Borough established this hiring policy to ensure a uniform, consistent hiring process that treats all job applicants in a fair and even-handed manner.

PROCEDURE

Requests to Fill Vacant Positions

1. When a position becomes vacant or a new position is created, the department head shall complete a personnel requisition to request that the position be filled and forward the request to the HR Department (“HR Department”).
2. In the event of a new position, the Director of Human Resources (“Director of HR”) must contact the Mayor and the Controller to ensure that there are sufficient budgetary resources to support the position and to obtain approval to fill the position.
3. The Director of HR or its designee will review the job description for the vacant position with the department head and/or legal counsel for accuracy.  Any changes to existing job descriptions must be reviewed and approved by the Mayor, in accordance with any applicable collective bargaining agreements (“CBA”).
Job Posting

4. The HR Department, using the job description as a guide, will review and revise, when necessary, the job posting for the vacant position.  Emphasis is placed on the essential job functions, requisite experience, education, competencies, and other specific requirements.
5. When the vacant position is a bargaining unit position, the HR Department will comply with the specific requirements set forth in applicable CBA concerning posting and selection.  Where a CBA conflicts with this Policy, the CBA shall prevail.
6. All job openings are posted on Borough bulletin boards and the Borough website for review.  Job postings remain on bulletin boards and the website at management discretion.
Advertising 

7. The HR Department collaborates with the Purchasing Agent to advertise job postings in newspapers and/or internet boards. 
8. The HR Department sends a copy of any external job posting to the local affiliated colleges and universities and the local office for state employment services Connecticut JobCentral.
Applicant Screening Process

9. The HR Department collects applications and processes them in the applicant log using the SpeedEEO software. 
10. Once the deadline for application submission passes, the HR Department will review applications according to the criteria set forth in the job posting and determine which applicants to interview.
11. The following positions shall be the direct appointment of the Mayor without the need for administrative and/or legislative confirmation: mayoral aide; and constituent aide.
12. The Borough may request follow-up information from an applicant at any point in the hiring process.
Interviewing Process
13. All applicant interviews for positions other than department head, Chapter 90 bargaining unit positions and managerial contract positions will be conducted by one or more of the following persons:  the Director of HR or a designee; the Controller or a designee, the Mayor or a designee, or the department head of the vacant position or a designee.  When the interview concerns a bargaining unit position a bargaining unit representative may attend the interview.
14. There shall be an interviewing committee for the following positions: department head, Chapter 90 bargaining unit positions and other managerial contract positions.  The interviewing committee must consist of the following persons: the Director of HR or a designee; the Controller or a designee; a representative of the bargaining unit for the open position, if applicable; the department head or a designee, provided that the vacant position is not the department head; a Burgess who is not of the same party as the Mayor, to be selected by the Director of HR; and the Mayor’s designee.  Should the direct supervisor be the Mayor, the Mayor may, within its discretion, appoint an additional department head designee. The additional department head designee will be in addition to, not at the expense of, the Mayor’s designee as discussed above.  Additionally, if a Burgess of the opposite party is not available to interview the applicant, the Director of HR must invite a different Burgess to participate, regardless of party affiliation.
15. No individual, regardless of position, shall participate in an applicant interview if any applicant: (i) is a relative by blood or legal adoption which shall be defined as child, parent, grandchild of any degree, spouse, aunt or uncle of any degree or first (1st) cousin; (ii) has a financial or business relationship with the individual; or (iii) is a current direct subordinate of the individual, except where the individual is the department head of the open position.   Any issues of fact concerning this provision shall be resolved by the Director of HR. 
16. All interviews are scheduled by the Director of HR or its designee.  The HR Department will draft questions for applicant interviews.  Persons interviewing applicants may propose questions to the HR Department for consideration.  The HR Department prepares interview questions to ascertain whether applicants possess the requisite knowledge, skills and abilities to perform the essential functions of the vacant position.  The Director of HR, legal counsel, or both, must review all interview questions for compliance with applicable laws. 
17. A standardized scoring sheet must be used for each applicant interview.  The HR Department will issue the standardized scoring sheet for each interview.
18. Where two or more persons are interviewing an applicant, those persons will ask questions on a rotating basis. Persons interviewing applicants must pose questions to applicants as drafted by the HR Department.  If an applicant asks for clarification of a question, the person posing the question must repeat the question as drafted and advise the applicant that her or she is not allowed to re-phrase and/or clarify any questions.  Members of the interviewing committee must not ask any follow-up questions unless the HR Department authorizes the question(s).
19. After the completion of each individual interview, each member of the interviewing committee must score the applicant in accordance with the standardized scoring sheet and then submit the standardized scoring sheet to the Director of HR or its designee.

20. If a member of an interviewing committee cannot be present for all interviews being conducted for a particular position, the Director of HR or its designee may appoint an alternate member of the interviewing committee as prescribed above. If the Director of HR appoints an alternate member of the interviewing committee in the manner prescribed above, the standardized scoring sheet completed by the alternate member shall be included in the final scoring calculations as if completed by the originally designated member.
Selection and Hiring Process

21. Upon completion of all applicant interview(s), the Department of HR will tabulate the applicants’ scores using the standardized scoring sheets and present the scores to the interviewing committee.
22. The interviewing committee must then recommend, in writing, that the Mayor hire the highest scoring applicant.  The interviewing committee may not recommend that the Mayor hire any applicant other than the highest scoring applicant unless the interviewing committee unanimously agrees to recommend an applicant other than the highest scoring applicant.  The interviewing committee shall document in writing its reason(s) for recommending an applicant and present to the Mayor its recommendation and the reasons for its recommendation.
23. The Director of HR or its designee shall submit a written report to the Mayor documenting the interviewing committee’s recommended applicant.  The Mayor then decides whether to accept the committee’s recommendation and make a conditional offer of employment to the selected applicant.

24. Once the Mayor decides to accept a recommendation and make a conditional offer of employment, the Borough may conduct background checks pursuant to applicable law.  When the Borough conducts a background check on an applicant, all offers of employment are contingent upon a satisfactory background check. Background check information must be documented and retained with other recruitment and selection documents.

25. Should the Borough revoke a conditional offer of employment because of an unsatisfactory background check, the Director of HR or its designee will recommend to the Mayor that it make a conditional offer of employment to the next highest ranking candidate in accordance with the process stated in this hiring policy.  This procedure shall be repeated until an applicant is hired.
26. Upon receipt of satisfactory results from a background check, the Director of HR or its designee shall present the Mayor with a written confirmation of hire to be executed by the Mayor.
27. Upon the Mayor’s written confirmation of an applicant’s hire, the HR Department must offer the applicant the applicable position.  

28. If the selected applicant’s position is a contract employee position, the terms of the contract may be subject to approval by the Board of Mayor and Burgesses (“Board”).

29. The Board does not have the authority to refuse to hire an applicant confirmed by the Mayor, unless the Charter of the Borough of Naugatuck specifically authorizes that a particular position or positions be hired by the Board of Mayor and Burgesses.
30. When a position and/or contract require the Board’s approval, the selected applicant’s proposed employment contract shall be presented to the Board at the next possible meeting.  The Board shall set the salary of the position in accordance with recommendations of the Director of HR or its designee, the Borough Controller or its designee, or the Mayor or its designee. 

31. If the Board refuses to accept the selected applicant’s proposed employment contract, the HR Department, Mayor, and/or Controller may renegotiate the contract and present the re-negotiated contract to the Board for approval.

32. Should the selected applicant fail to reach agreement with regard to an employment contract, the Director of HR or its designee shall recommend to the Mayor that it offer employment to the next highest ranking qualified candidate in accordance with the process stated in this hiring policy.  This procedure shall be repeated until a candidate is ultimately hired.

EQUAL EMPLOYMENT OPPORTUNITY STATEMENT
The Borough of Naugatuck provides equal employment opportunity without regard to race, color, sex, disability, religion, national origin, marital status, age, sexual orientation, ancestry or any other category protected by federal, state or local law.

The Borough’s equal employment opportunity policy applies to all areas of employment, including recruitment, hiring, training and development, promotion, transfer, termination, layoff, compensation, and all other conditions and privileges of employment in accordance with applicable federal, state, and local laws.

· This hiring policy does not apply to vacant Police Department or Fire Department positions.  

· The Borough shall fully indemnify all employees and Burgesses involved in the hiring process as a result of errors and omissions.


