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[bookmark: _GoBack]DIRECTOR RECRUITMENT PROCESS CHECKLIST
CLASSIFICATION______________________________		DATE_________________
STEP ONE – PREPARATION
|_|  Agency creates a recruitment file.
[bookmark: Check21]|_|  BOH selects proper advertisement template for the Public Health Director Level at   
        http://chfs.ky.gov/dph/lhdmeritclass.htm.  
[bookmark: Check22]|_|  BOH should determine the outlets for recruitment under 902 KAR 8:070 (Newspaper, Web etc.) 
|_|  BOH shall form an Interview Committee (recommend an odd number of three (3) 
        or more to prevent ties).  
|_|  BOH committee should develop questions and pre-screening criteria to be used.
|_|  BOH committee members sign a Conflict of Interest Form.

STEP TWO – ADVERTISING
|_|  Agency should advertise publicly for a minimum of one (1) week to allow 
       candidates to obtain transcripts.
       
STEP THREE – APPLICATION COLLECTION
|_|  HR staff collects all applications.
|_|  Agency HR staff (or assigned person by the BOH committee) shall send a copy of all application
       materials to Local Health Personnel for qualifying.
|_|  LHP will qualify candidates and certify the register. (Register expires sixty (60) days from
        request of certification.)
|_|  Local Health Department HR staff will provide copies of the qualified applicants along with the
        certified register to the BOH interviewing committee.

STEP FOUR – INTERVIEW PROCESS
|_|  BOH interview Committee shall screen qualified candidate applications for past experience and 
        education that closely represents the current position they are trying to fill for selection of
        interview.  
|_|  BOH shall schedule and publically announce a committee meeting and 
       announce they will go into closed session to conduct behavioral interviews.  All applicants
       should be interviewed and scored by the same committee members.  NOTE:  One set of
       questions for all applicants shall be used, but the committee may ask an applicant to 
       clarify application or interview responses.
  
STEP FIVE – AFTER INTERVIEWING PROCESS
 |_|  Interview committee will select the best applicant(S) for hire.
 |_|  Prior to offer of appointment to applicant the committee should contact LHP for approval of  
        the salary amount proposed for top scorers.
 |_|  Prior to presenting name of potential health director to BOH, request a background check.
 



STEP SIX – APPOINTMENT OF HEALTH DIRECTOR
 |_|  Announce a BOH meeting and proceed into closed session to review “personnel related”
         findings of the Interview Committee.  The full BOH may participate in discussion of the 
         potential and interview results but cannot change the interview scores.
 |_|  Return to open meeting and with a quorum present, make a motion for appointment with a
        payroll first day of employment date and salary to be offered.
 |_|  Once the motion to appoint is presented and passed, make the offer of appointment to the
        applicant contingent on the Department of Public Health Commissioner’s approval.  The 
        BOH Chair will prepare a formal request addressed to the DPH Commissioner with the
        appointees name, salary and start date.
 |_|  After Commissioner’s approval, notify all applicants that the selection and interview 
        process is concluded.

STEP SEVEN – CLOSING STEPS
|_|  HR staff of the agency will gather all applications and all interview notes and place in a folder with a
        copy of the advertisement and store in a confidential place for five (5) years.
|_|   HR staff of the agency will complete the BRIDGE disposition screen (CDS555) appointing the new
        Director.
         
 
