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Management Administrative Training 
Purpose 
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 Understand your roll in the processes as it pertains to 
the employees, laws and Human Resources. 
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Recruiting 
Process



Management  Administrative Training
Recruiting 

Basic Steps
 Understanding the Policies & Procedures around 

recruiting, selection and hiring process
 Complete Job Requisition 
 Work with Human Resources to Post positions
 Schedule Interviews
 Select best qualified candidates 
 EOE
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Request verification forms from 
Recruiting Policy – HR 206 
 Establishes Guidelines for recruiting 

process
 Assure process is consistent, fair 

and aligns with Agency goals
 Recruit best qualified candidate. 
 Identify  recruiting techniques and 

resources 
 Equal Opportunity Employer (EOE)  

Hire based upon qualifications, 
performance, ability and seniority. 
Not race, age, color, sex, national 
origin, religion, disability, genetic 
information, or marital status. 


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Submit Job Requisition



Management Administrative Training
Recruiting 

Job RequisitonTr

 The Job Requisition is used when 
there is a need to hire a new 
employee, replacement for a 
terminating employee or because of 
an increase in workload (add 
additional position).

 Keeps track of how many positions 
the company has recruited for and 
creates a paper train

 Recruitment will begin after all 
required signatures has been 
obtained. 

 If position is not replacing someone 
who left, you will need to select 
“additional budgeted position” and 
attach memo stating why you need 
the position and how it will be 
funded. 

 Reviewed by Executive Director
8



Compensation

 Each hiring manager should have a comp manual

 Used to make your pre-hiring pay decision

 Used to determine pay for positions / candidate 

 Pay ranges – min – mid – max – Determine salary 

 Cannot hire above the mid-point 

 Request to hire above mid-point – Executive Director’s final approval 
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Exempt Status
 Paid a pre-determined salary

 Must earn a minimum annual salary of 
$43,680 annually **** 01/01/18  
change to $45,760 annually. 

 Not eligible for overtime 

 Engages in exempt work 

Examples:

1.Interviewing

2. Selecting and training employees

3.Adjusting pay rates

4.Discipling employees 

5.Handling complaints 

6.Distributing  & planning work 

7.Supervising staff
10
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Non-Exempt Status
 Paid by the hour (N/E) for each hour 

worked minimum $12.00 per hour
(Los Angeles Minimum Wage) 

 Eligible for Overtime

 Engages in non-exempt work 

Examples: 
1. Performing routine clerical duties

2. Provide general Support

3. Assist with Activities

4.Perform maintenance work

5.Performing same work as subordinates
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Recruiting 

Resumes / Interview Process
 HR emails resumes of qualified candidates to hiring manager

 When candidate completes the Employment Application, make sure to clearly print 
their email address

 Manager(s) interviews candidates/ Makes selection

 Manager discusses offer with HR / Discuss Salary / HR or Manager Offers Position

 Cannot hire above the mid-point of salary grade

Internal Candidates 

 Must have completed 6 months in current position (Met Introductory Period)

 Must possess minimum qualifications 

 Refer to Policy HR 222current list of available Training Materials.
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Management Administrative Training
Recruiting 

Interview Tips 
 Know the position’s duties and skills required
 Identify success factor (what has worked in the past)
 Know what your performance expectations are

 Select your questions in advance 
A) Situational Questions – How do you deal with stress on the job?
B) Behavioral based Questions- Tell me about a situation where….
C) Culture – Fit Questions – Why did you choose this type of work?

 Build Interview Team – If necessary 
 Decide the role each interviewer will play
 Reserve a quite, comfortable, private place to conduct interview
 Don’t judge on first impressions 
 Tell the candidate about position
 Invite candidate to ask questions
 Let candidate know what to expect 
 Create a positive image of the company

Handout
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Management Administrative Training
Recruiting 

Questions you cannot ask during an interview 

 Birthplace of applicant or spouse
 Race , color or sexual orientation
 Religious affiliation 
 Age or date of birth
 Education  - Specific years of attendance or graduation 
 Who paid for your education 
 Use of credit reports 
 Requesting applicants social media user names and passwordsl
 Sex of applicant
 Number of children  or dependents 
 If applicant is pregnant 
 If applicant is paying child support 
 Does applicant  live with parents 

Handout

S of available Training Materials.
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Management Administrative Training
Recruiting 

Temporary Staff Request
 Hired on a P/T or F/ T basis as interim 

replacements to supplement staff or 
assist in completion of a project

 HR Policy 215 – Employment 
Classifications

 Must complete the “Request for 
Temporary Staff” form. 

 Determine why temp is needed – Agency 
or CCLA payroll 

 Provide explanation of why the Temp 
needed

 Must contact Human Resources for 
assistance

 Required Signatures – Executive 
Director has final approval

 Cannot exceed one (1) year

Handout
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Recruiting 

Promotions – Policy HR 222
 Employee must meet minimum 

qualifications

 Must have completed the 180 day 
Introductory Period

 Supervisor can delay transfer based on 
business need

 Promotion is based on Supervisors 
evaluation and work history

 Favoritism is prohibited 

 Must complete and submit the Salary 
Action Justification Form along with the 
Employee Change of Status Form in the 
following order for review/approval. 

A) Manager
B)Regional Director
C)HR Director 
D)Executive Director 

 HR will notify you of status

Handout 
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Background 
Checks 



Management Administrative Training
Background Check Process

Conducting a background check means we will gather and review the following: 

1. Criminal history 

2. Verify Social Security Number is Valid 

3. Convictions 

4. Education 

5. Past employment 

6. Motor vehicle check 

7. Executive Level Positions, Financial History Check. 

 Processed by The Human Resources Department 

 Conducted on all employees 
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Background Check Process
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Live Scan (Fingerprinting) Process
 Required for staff working with the elderly 

or children.
 Includes DOJ & FBI Check 
 HR Assistant will email you the Live Scan 

form & list of contracted locations.
 No cost to candidate – Charged to 

program – Must go to contracted 
locations.

 Results provided to hiring manager by 
Recruiting Manager upon clearance

 Candidates working with Children / Elderly 
cannot start work until Live Scan has 
cleared.  No Exceptions.  

two or more employees receive training. 

http://clipartfreefor.com/files/1/28539_fingerprint-clipart.html
http://clipartfreefor.com/files/1/28539_fingerprint-clipart.html


Management Administrative Training
Background Check Process

This form is completed when an 
individual has attended and 
completed a training.  It must 
be completed, signed by the 
employee and the Supervisor/ 
Manager. 
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TalentWise Process
 Conducted on all candidates
 Check includes education, criminal, felony, 

and sex offender
 Submit Release and Authorization form 

and employment application/resume to 
HR Assistant

 All candidate must provide email 
address- electronic communication only.

 Inform all candidates they will receive an 
email from TalentWise to start the 
process

 Recruiting Manager will provide clearance 
to  Hiring Manager.

two or more employees receive training. 

http://www.free-power-point-templates.com/articles/presentation-checklist-for-effective-presentations-in-powerpoint/
http://www.free-power-point-templates.com/articles/presentation-checklist-for-effective-presentations-in-powerpoint/
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Background Check Process

This form is completed when an individual has attended and 

completed a training.  It must be completed, signed by the employee and the 
Supervisor/ Manager. 
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Fair Chance Initiative for Hiring Ordinance (Ban the Box)

 Law passed January 22, 2017
 Remove questions regarding criminal conviction from employment applications 
 Post a notice of the ordinance in conspicuous place at every work site
 Refrain from asking applicants about their criminal history until after a 

conditional offer is made
 If information from background check is unfavorable to the applicant, the 

employer must perform “a written assessment” that effectively links the specific 
aspects of the criminal history  with risks in the job sought by the applicant.

 If applicant not considered, HR must provide written notification, assessment and 
copy of background check to applicant

 Allow 5 business days for applicant to provide additional information regarding 
criminal history before hiring for the position. 

 HR to Conduct another assessment

two or more employees receive training. 
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Background Check Process

This form is completed when an individual has 
attended and Manager. 
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New Hire 
Work Flow
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New Hire Work Flow
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Reference Checks – HR 218

 Hiring Managers should check at 
least 3 references and submit 
with new hire paperwork. 

 TalentWise will check all previous 
employment listed on Application

 Must have written authorization 
before checking references.

 If references are not listed on 
Employment Application, please 
ask candidate to provide. 

Ask for a personal, professional & 
previous employer.

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&ved=0ahUKEwj12PGfxY7LAhVC7GMKHS9JCHUQjRwIBw&url=http%3A%2F%2Fwww.dreamstime.com%2Fillustration%2Femployee.html&psig=AFQjCNE6PPASclLFUvjUp6_1KETAlltF2A&ust=1456339273270844
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&ved=0ahUKEwj12PGfxY7LAhVC7GMKHS9JCHUQjRwIBw&url=http%3A%2F%2Fwww.dreamstime.com%2Fillustration%2Femployee.html&psig=AFQjCNE6PPASclLFUvjUp6_1KETAlltF2A&ust=1456339273270844


Management Administrative Training
New Hire Work Flow

24

Employment Offer & Offer  Letters
 Hiring Manager or Recruiting Manager 

makes a verbal offer 

 Offer is a conditional offer that 
should be followed up by a written 
offer.

 Always let the candidate know that 
the Offer is contingent upon a 
successful background check. 

 Salary offered cannot be above the 
mid-point and should always be 
discussed with Human Resources

 If requesting salary above mid-point, 
must seek approval from Executive 
Director 

 Offer letters are generated by The 
Human Resources Department  Only 
– No Exceptions.

Employment Status

Eligible for Benefits depends on:

 Regular, Temp, or On-Call

 Work at Least 30 hours

 Regular Ful1-time = 40 hours 

 Regular Part-time = Less than 40

 On-Call – Not eligible any benefits

 Temporary Employees 

 Temporary employees can only 
remain temporary for one year.

http://www.fotosearch.com/illustration/welcome.html
http://www.fotosearch.com/illustration/welcome.html
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New Hire Forms

 Forms are to be sent to 
Human Resources no 
later than 24 hours 
after employee first 
day of employment

http://worldartsme.com/new-hire-clipart.html
http://worldartsme.com/new-hire-clipart.html
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Employee Portal

 Employees are issues a 
user name and 
password when they 
attend new hire 
orientation.  

 They can review the 
following information: 

 Benefits, handbook, 
forms, training 
information and 
information about 
upcoming events. 
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On Duty Meal Agreement Form

Employees can have an on-duty 
meal agreements in limited 
circumstances.  Mostly Shelters

Must meet the following 
conditions:

1)Work prevents employee from 
being relieved of all duties

2)Must be agreed in writing by 
manager and employee 

3)Must be paid

4)Can be revoked at any time in 
writing by employee

http://www.canstockphoto.com/illustration/contract.html
http://www.canstockphoto.com/illustration/contract.html
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 Relieves the employee of all 
duties 

 Relinquishes control over their 
activities 

 Permits employee to a 
reasonable opportunity to take 
an uninterrupted, 30-minute 
break

 Does not impede or discourage 
them from doing so.

 Must make the meal break 
available, you don’t have to 
make sure they take it. 

Off Duty Meal Breaks

Employer’s cannot employee 
someone for a work period of  more 
than 5 hours without providing an 
unpaid, off-duty meal period of at 
least 30 minutes. 

If six hours will complete 
employee’s day’s work, the meal 
period may be waived by mutual 
consent of the employee and 
manager.

http://www.canstockphoto.com/illustration/out-lunch.html
http://www.canstockphoto.com/illustration/out-lunch.html
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Hours Worked Number of Rest Breaks

0-3.5 0

3.5-6.0
1

6.0 - 10 2

10.0 – 10.0 3

Rest Break Chart (10 minutes)
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Duration of 
Shift

0 Meal Breaks 1 Meal Break 2 Meal 
Breaks

0-5.0 X

5.0 – 6.0
X (unless valid 
waiver)

6.0 – 10.0 X

10.0 – 12.0 X(Unless valid waiver 
of 2nd break) first 
meal break must have 
been taken

Meal Break Chart (Lunch)   30 minutes 
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Employees First Day

 Make sure the employee 
knows where to park and 
where to go on the first 
day

 Have work station ready

 Get new hire paperwork 
submitted to ensure that 
computer access is ready

 Plan a welcome walk 
through the program & 
introduce staff

 Submit Program New Hire 
Orientation Curriculum to 
Human Resources

 Review department 
policies / handbook 

 Dress Code 

 Emergency Procedures

 Work hours / lunch 

 Timekeeping 

 Request for time 
off/illness

 Job responsibilities

 Department 
Organizational Chart

 Keys, badges, parking 
cards

 Communication policy
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Corporate Orientation

 Corporate New Hire 
Orientation is the second 
Wednesday of each month.

 All Regular F/T & P/T 
Employees must attend

 HR Assistant will send out 
an email to notify manager. 

 Corporate Office from 9 am 
– 2:30 pm

Department Orientation

 Review department 
policies / handbook 

 Dress Code 

 Emergency Procedures

 Work hours / lunch 

 Timekeeping 

 Request for time 
off/illness

 Job responsibilities

 Department 
Organizational Chart

 Keys, badges, parking 
cards

http://www.vanschools.org/article.asp?ArtID=796&PgLbl=JH-News&PagID=7
http://www.vanschools.org/article.asp?ArtID=796&PgLbl=JH-News&PagID=7


Time Off 
Exempt

Full-Time

Non-Exempt

Full-Time

Exempt/

Non-Exempt – P/T

Temporary/

On-Call

Vacation
( max. 200 hrs)

15 days per year 12 days per year Prorated None

Sick ( max. 480 hrs) 10 days per year 10 days per year Prorated Can accrue up  
48 hours per ye

Personal Holiday
1 day after 6 months 1 day after 6 months 1 day after 6 months

None

None

Holidays 12 days 12 days 12 days None

Time to Vote 2 hours – advance 
notice

2 hours – advance 
notice

2 hours – advance notice 2 hours – advan  
notice

Bereavement 5 days of sick or 
vacation

5 days of sick or 
vacation

5 days of sick or vacation 5 days - Unpaid

J  D t 5 days 5 days 5 days None 

Management Administrative Training

New Hire Work Flow 
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Disciplinary 
Process

http://scientificteacher.com/tag/scientific-method/
http://scientificteacher.com/tag/scientific-method/
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Progressive Disciplinary Policy –HR 515

 Employees in their introductory 
period are not eligible to 
participate in either the progressive 
disciplinary procedures or the 
Dispute Resolution Process.

 Progressive Discipline means the 
following steps will be followed:

a. First Offense: Verbal Warning 

b. Second Offense: Written

c. Third Offense: Final Warning       or 
Suspension 

d. Fourth Offense: Termination



Management Administrative Training
Disciplinary  Process
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Disciplinary  Process
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Termination
Process

http://www.clipartbest.com/human-resource-clipart
http://www.clipartbest.com/human-resource-clipart
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Termination Law 

Both Federal and Stat laws prohibit termination 
on the basis of certain characteristics, 
including:

 Age, for people 40 and older

 Gender identity and gender expression

 Marital Status

 Medical Condition

 National Origin

 Physical or mental disability 

 Pregnancy, childbirth or breastfeeding

 Race and color 

 Religion

 Sexual Orientation

 Military or Veteran Status

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&ved=0ahUKEwipjtyF1YzLAhVOx2MKHVC0DZwQjRwIBw&url=http%3A%2F%2Fwww.clipartbest.com%2Fclipart-of-human-resources&bvm=bv.115091480,d.cGc&psig=AFQjCNHlDNhaxvkQf-X4KtpgewwIjfw_Ww&ust=1456274918334618
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&ved=0ahUKEwipjtyF1YzLAhVOx2MKHVC0DZwQjRwIBw&url=http%3A%2F%2Fwww.clipartbest.com%2Fclipart-of-human-resources&bvm=bv.115091480,d.cGc&psig=AFQjCNHlDNhaxvkQf-X4KtpgewwIjfw_Ww&ust=1456274918334618
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Final Pay

 If you terminate an employee or lay 
him/her off with no return date, all 
wages and accrued vacation earned 
are due and payable immediately. 

 Not acceptable to ask employee to 
wait until next pay day.

 It is illegal to withhold final paycheck 
it induce the employee to: 

1)Return property

2)Pay back money that is owed

3)Turn in expense reimbursement forms

 If employee quits with less than 72 
hour notice, you must pay all wages 
and accrued vacation within 72 hours.

http://www.canstockphoto.com/paid-off-words-green-button-loan-mortage-31943973.html
http://www.canstockphoto.com/paid-off-words-green-button-loan-mortage-31943973.html
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CCLA Procedure 

 All terminations requires the 
Mgr. to submit the following 
forms to Human Resources:

1) Employee Change of Status 

2) Final Timesheet 

3) Mileage 

4) If Resignation – Resignation 
Letter (If Provided)

5) Discharge – Documentation to 
support reason for discharge

 All Terminations require the 
following signatures:

1. Manager

2. Regional Director 

3. Human Resources Director 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwicyc2A1IzLAhVPwWMKHRDLAZwQjRwIBw&url=http%3A%2F%2Fwww.canstockphoto.com%2Fterminated-from-work-5089655.html&psig=AFQjCNGrYEsVC8iCFJplwbRouUeJw_yP8Q&ust=1456274639323957
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwicyc2A1IzLAhVPwWMKHRDLAZwQjRwIBw&url=http%3A%2F%2Fwww.canstockphoto.com%2Fterminated-from-work-5089655.html&psig=AFQjCNGrYEsVC8iCFJplwbRouUeJw_yP8Q&ust=1456274639323957
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Training 
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 The Training and Development Program provides 
Program Managers with a procedure for ensuring 
that all training provided by the programs is 
documented and reported  to the designated 
Training Coordinators. 

http://www.istockphoto.com/stock-illustration-17170938-businesswoman-speech.php?st=4e9bb6e
http://www.istockphoto.com/stock-illustration-17170938-businesswoman-speech.php?st=4e9bb6e
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Documentation Process

 All Program training must be documented 
and reported to the Training Coordinator. 
This individual will review the 
documentation and submit it to the 
Human Resources Department for 
tracking and input into the HR Database



Management Administrative Training
Training and Development Program
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Training Templates 

 All programs have a training template for each employee divided into 
five sections.

1. Corporate Training 

2. HR Training 

3. COA Training 

4. Program Training

5. Additional training designated by Program Director/Supervisor 
(Based on Contract)

 All templates should be sent once a year to the designated Training 
Coordinator to submit to Human Resources.

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjI_MPI04zLAhUP0mMKHafNAgkQjRwIBw&url=http%3A%2F%2Fwww.dozdrapebg.tk%2Fwall%2Fdocument-clip-art%2F&psig=AFQjCNF_7HtvQ7zFMumqHcgM9D7gvxW_fw&ust=1456274530354209
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjI_MPI04zLAhUP0mMKHafNAgkQjRwIBw&url=http%3A%2F%2Fwww.dozdrapebg.tk%2Fwall%2Fdocument-clip-art%2F&psig=AFQjCNF_7HtvQ7zFMumqHcgM9D7gvxW_fw&ust=1456274530354209


This form is completed when one (1) 
employee “demSSSonstrates 
competence” to their supervisor. 

46

Management Administrative Training
Training and Development Program

Sample Training Template



Training Library
 The Training Library was developed to assist programs and departments find 

and access educational and electronic materials to assist with their training 
needs.  

 The Library has a variety of materials that can be reserved. 

 DVD’s 

 Electronic Files/Articles 

 PowerPoint Presentations 

 Curriculum Outlines

The

 The Programs may submit materials to the Training Library that they find 
helpful. 

ir supervisor. 
47

Management  Administrative Training
Training and Development Program



This form is completed when one (1) 
employee “demonstrates 
competence” to their supervisor. 

48

Management  Administrative Training
Training and Development Program

Training Coordinators 

San Fernando Region

 Saved Hamid

San Pedro Region

 Shanea Woods 

Ventura Region

 Julie Cariani

San Gabriel Region

 Carmen Jaimes

Ola Metro/Ola Western Region

 Lorri Perreault

Santa Barbara Region

 Yolanda Vasquez

Accounting 
 David Furukawa 

Intra-Agency Programs 
 Carmen Mendivil

Corporate Offices 
 Demetris Jones



• you’re thefeedback

The End

49Thank you for your time!
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