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CLASSI FI ED APPO NTMENT PROCEDURES

1. Policy

Departments wishing to appoint individuals to approved classified positions must follow all current

budget and human resources policies related to appointments. Commitments to prospective employees

which do not comply with administrative policy cannot be honored.

2. Procedures

A.

Prior to being considered for appointment to a classified position, individuals must complete
the current application for employment. Finalists for security sensitive positions must also
complete documentation required for the completion of a criminal background check.

Prior to advertising for employment, departments must complete the current budget and human
resources documentation related to appointments. These documents will identify the position,
the funding for the position, the job duties to be assigned to the position and other related
information. Departments should consult with the Budget Office and the Human Resources
Oftfice to determine the current required documentation.

Departments may begin to interview candidates as the candidates are referred by Human
Resources. Vacancies should remain open until an adequate pool of qualified candidates has
been considered. Departments should consult with Human Resources to determine when to
close a search.

Interviews must be conducted by trained staff and the content of interviews and reference
checks, including criminal background checks, must comply with federal, state and UTD policy.
Training is available through Human Resources.

The President has delegated the authority to make job offers for classified positions to Human
Resources. The offer will be made after the department has complied with current procedures,

including equal employment opportunity reporting requirements.

3. For more information, contact the Budget Office and the Human Resources Office.




