OWWSA HIRING PROCEDURES 
When planning to hire new employees, OWWSA will generally use the following process:
1. Prepare a job description [legal review recommended]:
· Type of position [salaried, hourly, full-time, part-time, seasonal, on-call, etc.]
· Exempt or non-exempt position [i.e., eligible or not eligible for overtime under FLSA]
· Significant job duties
· Minimum requirements for the job
· Preferred skills or qualifications 
· Supervisory/reporting relationships 
· Education requirements
· Licenses and/or certifications required
· Type of experience
· Years of experience
· Physical qualifications

2. Define the application process:
· If an application form is required, prepare the form [legal review recommended]
· If no application form is required, what are applicants required to submit? [e.g., cover letter, resume, proof of certification, references, etc.]
3. Determine who is responsible for reviewing and interviewing applicants:
· For regular staff positions, this is usually done by the Manager without board input. The Manager should notify the Board of any new hires.
· For the Manager, the Board is responsible for the hiring process.
· The Board can do this collectively as a full board, or they can appoint an individual or committee to review applications, conduct interviews, etc., and make a recommendation to the Board. Meeting minutes should reflect the process decided on by the Board.
· If the Board decides to review applicants and/or conduct interviews collectively as a full board, review of applications and interviews can be done in executive session under ORS 192.660[2][a] ONLY if the following were done in advance:
· The position was advertised
· OWWSA has established hiring procedures [such as those described in this policy]
· If the position is for a Manager, before beginning the hiring process the Board has given the public an opportunity to comment on the job requirements and hiring process [i.e., held a public hearing].
· If the above requirements for executive session have not been met, the full Board may only conduct the hiring process in open session.
· Compensation – including wages, salary, and benefits – MUST be discussed in open session. May NOT be discussed in executive session.
· If the Board appoints a committee who will make a hiring recommendation to the Board, the committee meetings are subject to all public meeting requirements, including providing public notice, taking minutes, and following executive session procedures if all criteria to do so have been met. If only one individual is appointed to do this, public meeting requirements do not apply.
4. Advertise the position in the following locations, with instructions on how to apply:
A.
B.
C.
5. Prepare for interviews. Prepare a list of interview questions [legal review recommended], and a matrix for how applicants will be scored.
6. Review applications. Contact eligible applicants for interviews.
7. Interviews: Interview candidates according to established procedures. Determine if a second interview is required.
8. Offer letter: Once a finalist is selected, prepare and send them a letter [legal review recommended] offering the position, proposing a start date, and stating the compensation and benefits being offered. Include in the letter who to contact to accept or reject the offer, and give the date by which you request a response. 

These procedures may be modified when, in the Board’s sole discretion, specific circumstances indicate that a different process better serves the public interest.
