Kansas Department of Administration

“3/2/2” Hiring Process Policy

The ability to quickly fill vacant positions with quality candidates is critical to the mission of all
Offices of the Department of Administration (D of A). While the process has multiple steps, it is
incumbent upon D of A as an employer to make all reasonable efforts to work as quickly through
the process as possible, without violating any requirements or sacrificing any safeguards.

One of the most critical times within the hiring process is from the closing of a posting to the time
that a selection is made. There are very few hard and fast timeframes within this period, so it
presents agencies with an opportunity to align their hiring process and practices with the priority
that should be placed on filling positions quickly. This is also the time of the process where D of
A as an employer is most at risk of losing quality applicants who have expressed an interest in a
vacant position and are now awaiting communications from the agency.

Therefore, starting with the pay period beginning on January 19, 2025, D of A will be
implementing a new policy that establishes deadlines for key events within the hiring process, and
will begin tracking compliance with those deadlines. This policy is known as the “3/2/2” policy,
and the provisions are as follows:

3 — Interview scheduling will begin within three business days of the hiring manager
receiving the applicant information from the Office of Personnel Services (OPS).

e  OPS staff will provide the hiring manager with all applications received by the closing date
of any posting no later than the close of business two business days after the posting closes.

e The hiring manager will then have until the close of business three days after receiving the
applications to either:

1) Notify OPS which applicants are to be interviewed so that OPS can begin scheduling
interviews, OR

2) Begin contacting the applicants to schedule interviews themselves.

e OPS will be tracking this centrally, so if hiring managers decide to schedule the interviews
themselves, they must notify OPS by email of that fact, and that the process has begun.

e [t is important to note that this requirement is to begin scheduling the interviews, not that the
interviews need to actually begin or be completed within three days.

e In order to better implement this policy, as well as to encourage applicants to submit
materials within a set timeframe, effective with the start of this policy, the standard policy
for D of A will be to post vacancies with a set closing date.

e A minimum of two weeks will be the standard duration, but that timeframe can be
adjusted.
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e Postings with a duration of “until filled” will still be allowed, but will be the exception
rather than the rule, and will require different tracking methods.

2 — A verbal offer will be made to the top candidate for the position within two business
days after the last interview.

¢  Once interviews have been completed, the hiring manager will notify OPS by email of the
interview team’s top candidates no later than Noon of the first business day after the last
interview.

e In general, it is preferred to identify the top three candidates, but it is understood that this
may not always be possible.

e A verbal offer must be made to the top candidate no later than the close of business two
business days after the final interview.

e Good candidates are likely fielding multiple job offers, so it is imperative that D of A
moves quickly at this stage so as not to lose a quality candidate to another offer.

e This means that an appropriate salary is to be determined, reference checks are to be
completed, and the top candidate is to be contacted with the verbal offer within this time
frame.

e Reference checks and the verbal offer can be done by either OPS or the hiring manager.
If done by the hiring manager, OPS should be notified by email that the steps have taken
place so that OPS can update tracking information accordingly.

e It is important to note that if a reference does not return a contact or the top candidate is
unable to be reached during this timeframe, that does not constitute a violation of this policy.
The key is that the effort was made to complete those steps within the timeframe.

e Likewise, should the top candidate decline the verbal offer, it is understood that completing
all necessary steps and making a verbal offer to a second or subsequent candidate, will not
likely be able to be completed within two days following the last interview.

2 — A written job offer will be sent to the successful candidate and all other applicants and
candidates will be sent regret letters within two business days after acceptance of the verbal
job offer.

e If the verbal offer is made by the hiring manager, the hiring manager will notify OPS by
email as soon as possible when a verbal job offer has been accepted.

e  OPS will have a written offer letter prepared for the hiring manager’s signature no later than
the close of that same business day, or by Noon of the next business day if notice is received
by OPS after 3:00 pm.

e  OPS will send regret letters to all unsuccessful applicants and candidates no later than the
close of business two days after being notified of the accepted job offer.
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Exceptions to the timeframes states above may be approved on a case-by-case basis, due to
particular circumstances associated with certain vacancies.

Questions regarding this policy should be directed to Ashley Webb, who can be contacted by email
at Ashley.B.Webb@ks.gov or by phone at (785) 296-4770.

Adam C. Proffitt, Secretary
Department of Administration
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