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6.1.5 HR is responsible for ensuring compliance with this policy. 

7.0 PROCEDURES 

1
0 

7 .1 When a position becomes vacant, the job responsibilities should be reviewed to 
ensure that the job description reflects accurate information and that the 
appropriate job title/responsibility is being utilized. The position must be properly 
budgeted, allocated and classified. 

7.2 A requisition through the 02PH applicant tracking system is used to initiate 
recruitment and selection and should be routed to HR. The recruitment and 
selection process cannot commence until HR receives the required approvals. 

7 .3 A determination on how the position will be advertised should be made based on 
the following considerations: 

7.3.1 Level of the position; 

7.3.2 Critical nature of the position to the organization; 

7 .3.3 Effectiveness of previous recruitment efforts in filling this or similar 
positions; 

7.3.4 Frequency of turnover; and, 

7.3.5 Encouraging a qualified, diverse applicant pool. 

7.4 HR/Hiring manager may determine the method of recruitment for the position 
vacancy. Options which may be considered include, but are not limited to: 

7.4.1 Posting vacancies on available websites and social media sites; 

7 .4.2 Printed announcements; and, 

7.4.3 Advertising in newspapers, newsletters, or professional publications. 

7.5 Options for posting CBOH job vacancies including the following: 

Team Georgia Careers website at http://team.georgia.gov/careers/ 
DPH job website at https://dph.georgia.gov/careers 

http://team.georgia.gov/careers/
https://dph.georgia.gov/careers
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offer letter is to indicate that the position is unclassified, salary and other 
specific terms of the offer of employment. The appointment is not 
considered complete until the signed acceptance letter is received by HR. 

8.8 SPECIAL PROVISIONS - The following may be applicable at the time 
employment is offered: 

8.8.1 ACKNOWLEDGEMENT OF UNCLASSIFIED POSITION - HR is 
responsible for ensuring that applicants (who are classified employees) 
who are offered unclassified positions read, sign and return an 
Acknowledgement of Unclassified Position Form HR-03101A prior to 
reporting for work in unclassified positions. 

8.8.2 SELECTIVE SERVICE REGISTRATION - The Military Selective Service 
Act requires all selected male applicants between the ages of 18 and 26 to 
present proof of having registered with the Selective Service System or to 
present proof of being exempt from registration. 

8.8.2.1 When the offer of employment is made, selected male applicants 
should be advised that the HR must receive or confirm 
registration within 15 calendar days of the offer being issued. 

NOTE: Applicants may call the Selective Service System at 1-
84 7-688-6888 if a replacement acknowledgment card is needed 
to present as proof. Selective Service Registration may be 
confirmed at www.sss.gov. 

8.8.2.2 If required proof or confirmation is not received by the deadline, 
the offer of employment is to be withdrawn. 

8.8.3 CRIMINAL HISTORY RECORD CHECK/ EDUCATIONAL CREDENTIAL 
CHECK - All positions require criminal history records and educational 
credentials be checked. 

8.9 PROCESSING THE SELECTION 

8.9.1 The hiring manager should select the final applicant for HR review. The 
required applicant forms that must be attached to the selection are: 

• 2 Reference Check Forms

https://www.sss.gov/
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8.10.3 Documents pertain to criminal history and background checks shall be
destroyed by shredding after three (3) years. 

9.0 REVISION HISTORY 

REVISION# 

o I
REVISION DATE

October 22, 2019 

10.0 RELATED FORMS 

Applicant Review Form 

Business Reference Form 

Effective Hiring Phone Screen 

Interview Disclosure Statement 

Interview Evaluation Form 

Interview Evaluation Guide 

Interview Panel Form 

Interview Paperwork Checklist 

Interview Schedule Form 

Reference Check Form 

Reference Release Form 

REVISION COMMENTS 

Initial Issue 

http://phdistrict2.org/wp-content/uploads/2020/01/Applicant-review-form-1.pdf
http://phdistrict2.org/wp-content/uploads/2020/01/Business-Reference-Form-9.pdf
http://phdistrict2.org/wp-content/uploads/2020/01/Effective-Hiring-Phone-Screen-2.pdf
http://phdistrict2.org/wp-content/uploads/2020/01/Interview-Disclosure-Statement-4.pdf
http://phdistrict2.org/wp-content/uploads/2020/01/Interview-Evaluation-Form-5.pdf
http://phdistrict2.org/wp-content/uploads/2020/01/Interview-Evaluation-Guide-6.pdf
http://phdistrict2.org/wp-content/uploads/2020/01/Interview-Panel-Form-3.pdf
http://phdistrict2.org/wp-content/uploads/2020/01/Interview-Paperwork-Checklist-1.pdf
http://phdistrict2.org/wp-content/uploads/2020/01/Interview-Schedule-Form-7.pdf
http://phdistrict2.org/wp-content/uploads/2020/01/Reference-Check-Form-10.pdf
http://phdistrict2.org/wp-content/uploads/2020/01/Reference-Release-Form-8.pdf
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RECOMMEND 


FOR HIRE 


(Indicate 1st 


choice. Mark 


2nd or 3rd if 


desired. *)


   *Only indicate 2nd and/or 3rd candidates if you want to hire them, should the previous candidate(s) decline. HR will automatically call down through the list to make offers.


INTERVIEW PANEL SIGNATURE INTERVIEW PANEL SIGNATURE INTERVIEW PANEL SIGNATURE DATE


RECOMMENDED SALARY & JUSTIFICATION ** : ,


** Enter salary and justification only if salary requested is other than advertised
RECOMMENDED START DATE:


District 2 Public Health, Rev. 05/2/2016


DO NOT MAKE WRITTEN NOTES ON THIS FORM


APPLICANT REVIEW FORM


POSITION:____________________________ POSITION #:_____________________ DATE:______________________


COUNTY/PROGRAM:_________________________ SCREENED BY: __________________________________________


$ 







