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Important Note: 
• “Department Head” includes Department Chairs, Unit Heads, Administrators, etc. 

At the Designated 
New Hire Rate. 

 

Department Head completes a KapCC 
Request to Fill Form and any other interim 

processes. Also completes Position 
Management Request Form, and 

draft vacancy announcement, including 
position description based on the following: 

Minimum Qualifications Template, Pay Bands, 
and Career Groups, and Functional Titles. 

Designated support 
staff inputs 

requisition into 
NEOGOV for HR 

review. 

HR will review the approved 
KapCC Request to Fill Form, 

Position Management Request 
Form, draft vacancy 

announcement and requisition in 
NeoGov. Then post ad on Career 

Opportunities at the University of 
Hawaii Page for a minimum of 10 

working days. 

Department Head forms 
screening committee of no 

less than THREE diverse 
subject matter experts. 

Screening Committee 
reviews applications 

and completes 
individual Form 17s. 

HR receives and reviews 
applications for 

completeness after 
recruitment closes. Only 

complete applications 
sent to screening 

committee via NeoGov. 

Screening Committee Chair 
completes and submits 
collective Form 17 and 

recommendations for candidate 
interviews to HR via the 

Department Support. 

Screening Committee conducts interviews 
and then submits all application material 
and recommendation memo to the next 

level for the secondary interview process i.e. 
Dept. Head, Dean, Vice Chancellor, 

Chancellor. The Candidate Release Form 
must be signed during the secondary 

interview process. 

Department Head completes 
reference checks with the Kapiolani 

Community College Reference Check 
Form. Reference checks should 

include former and current employers. 

Above Designated 
New Hire Rate. Salary 

Placement? 

Department Support finalizes Form 17, inputs 
selection information into NeoGov, drafts Offer 
Letter and submits and entire recruitment file 

and related application materials to HR. 

Department Head 
prepares the 

exception to DNHR 
for approval by HR, 

Fiscal and Chancellor. 

HR approves recruitment 
then works with 

Department Head and 
Chancellor’s Office to 
finalize Offer Letter. 

Offer 
Accepted? 

Is there a 
viable 

secondary 
candidate? 

Department Head requests 
re-advertisement of 

original posting on Career 
Opportunities at the 

University of Hawaii Page. 

Department Support prepares and sends 
rejection letters via NEOGOV. Moves 

candidates in NeoGov to appropriate category.  
Works with new employee to complete New 

Hire Checklist via NeoGov. 

Screening Committee 
develops/reviews/revises 

questions and rubric to 
be approved by HR. 

Is Department Head 
requesting optional 
additional posting in 
Star-Advertiser, etc? 

Yes 

Department Head provides the 
medium name and draft Ad for 
approval by HR. 
Note: Content of Ad must be identical 
or link to Career Opportunities at the 
University of Hawaii Ad. Cost (if any) 
will be incurred by the department. 

No 

HR approves screening 
committee and reviews if 

screening committee 
members have received 

training within the last 2 years. 

Have the screening 
committee members been 

trained within the last 2 
years? Training is required 

every 2 years. 
 

Yes 

No 

Department Head is 
responsible for a 
scheduling training 
session with HR. 

HR confirms 
recommendations for 

candidate interviews and 
returns to Screening 

Committee via 
Department Support. 

Does Department 
Head want to Re-

Advertise? 

Yes 

No HR informs current candidate pool that 
recruitment is being re-advertised. 

Yes 

Department Support prepares and sends 
rejection letters via NEOGOV and moves 

candidates in NEOGOV to appropriate 
category. Submits failed recruitment file to 

HR for 3-year retention. 

No 

No 

Yes 

HR retains recruitment 
file for 3-year retention. 
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