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http://dhrd.hawaii.gov/wp-content/uploads/2013/10/HRD-1-rev10-1-13.xls
https://www.pers.hawaii.edu/forms/Recruitment/CS/uh13.pdf
https://www.pers.hawaii.edu/forms/Recruitment/CS/uh13.pdf
https://www.pers.hawaii.edu/forms/Recruitment/CS/uh13.pdf
https://www.pers.hawaii.edu/forms/Recruitment/CS/uh13.pdf
https://ohana.kapiolani.hawaii.edu/wp-content/uploads/bp-attachments/1814/request-to-fill-position-form.docx
https://ohana.kapiolani.hawaii.edu/wp-content/uploads/bp-attachments/1814/request-to-fill-position-form.docx
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https://ohana.kapiolani.hawaii.edu/wp-content/uploads/bp-attachments/1814/Candidate-Release-Form.pdf
https://ohana.kapiolani.hawaii.edu/wp-content/uploads/bp-attachments/1814/Candidate-Release-Form.pdf
https://ohana.kapiolani.hawaii.edu/wp-content/uploads/bp-attachments/1814/Candidate-Release-Form.pdf
https://ohana.kapiolani.hawaii.edu/wp-content/uploads/bp-attachments/1814/Candidate-Release-Form.pdf
https://ohana.kapiolani.hawaii.edu/wp-content/uploads/bp-attachments/1814/Kapi%E2%80%98olani-CC-Reference-Check-Form-Fillable.pdf
https://ohana.kapiolani.hawaii.edu/wp-content/uploads/bp-attachments/1814/Kapi%E2%80%98olani-CC-Reference-Check-Form-Fillable.pdf
https://ohana.kapiolani.hawaii.edu/wp-content/uploads/bp-attachments/1814/Kapi%E2%80%98olani-CC-Reference-Check-Form-Fillable.pdf
https://ohana.kapiolani.hawaii.edu/wp-content/uploads/bp-attachments/1814/Kapi%E2%80%98olani-CC-Reference-Check-Form-Fillable.pdf
https://ohana.kapiolani.hawaii.edu/wp-content/uploads/bp-attachments/1814/Kapi%E2%80%98olani-CC-Reference-Check-Form-Fillable.pdf
https://ohana.kapiolani.hawaii.edu/wp-content/uploads/bp-attachments/1814/Kapi%E2%80%98olani-CC-Reference-Check-Form-Fillable.pdf
https://www.hawaii.edu/ohr/documents/8363/
https://www.hawaii.edu/ohr/documents/8363/
https://www.hawaii.edu/ohr/documents/716


� 

. ' 

OHR and DHRD 
Once approved, for IVA OHR 

will run a 
will email KCC HR to ask for 

- start date. For External
suitability check -

for the applicant. 
Hires, OHR will email for

Checklist C Documents

If there is a 
- viable secondary -

-

candidate. 

1• 

Internal - Can If there is NO 

-
request an 

-
VIABLE 

-
If offer is not 

external list 
-

- SECONDARY - ACCEPTED 

through DHRD CANDIDATE, 

1, 

External- Continue 
Rejection Letters 

requesting list of 
prepared and sent 

names through 
- out by Program

DHRD until a 
Administrator's

selectee is found. 
Office. 

Or Department can 

request to 

re-advertise 

internally within the 

University. 

Department or HR 

offers job to 

candidate using 

Offer Letter Form
 

If offer is 

ACCEPTED, 

Department and 

HR will coordinate 

start date. 

The Department 

works with new 

external selected 

employee to 

complete New Hire 

Checklist D. 

DepartmenUNew 

Employee submits 

completed 

checklist to HR. 

1• 

https://www.hawaii.edu/ohr/documents/8363/
https://www.hawaii.edu/ohr/documents/8363/
https://www.hawaii.edu/ohr/documents/6291/
https://www.hawaii.edu/ohr/documents/6291/
https://www.hawaii.edu/ohr/documents/6294/
https://www.hawaii.edu/ohr/documents/6294/
https://www.hawaii.edu/ohr/documents/6294/
https://www.hawaii.edu/ohr/documents/6294/
https://ohana.kapiolani.hawaii.edu/docs/offer-letters/



