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Department Standards Directive
TITLE: DEPARTMENTAL RECRUITMENT

2110 Departmental Recruitment

2110.1 Purpose. The purpose of this directive is to establish a recruitment process that will attract quality
applicants for potential employment with the Department.

2110.2 Discussion. Recruitment is a key activity in determining the operational effectiveness of a law
enforcement agency. It is in the Department's best interest to attract quality job applicants with diverse
backgrounds and abilities.

2110.3 Policy. The University of Florida is an equal opportunity employer. It has promulgated in its own
rules a non-discrimination policy which provides, in pertinent part, as follows: The University shall
actively promote equal opportunity policies and practices conforming to laws against discrimination. The
University is committed to non-discrimination with respect to race, creed, color, religion, age,

disability, sex, sexual orientation, gender identity and expression, marital status, national origin, political
opinions or affiliations, genetic information, and veteran status as protected under the Vietnam Era
Veterans' Readjustment Assistance Act. This commitment applies in all areas to student, faculty, TEAMS
and USPS personnel. [UF Regulation 1.006] Additionally, within the University of Florida Police
Department, this commitment applies to the Police Communication Operator I, Il, Law Enforcement
Officer, Law Enforcement Sergeant and Law Enforcement Lieutenant classifications.

The Department shall coordinate all recruitment and hiring activities with the University of Florida Human
Resources (UFHR). The Department will follow the employment procedures set forth in the Florida
Administrative Code, University of Florida rules and policies, and collective bargaining agreements. The
Department will comply with the University's Equal Employment Opportunity Plan. This policy will apply
to recruitment for all of the Department's positions. All personnel assigned to recruitment activities will
receive training in personnel matters and equal employment opportunity.

2110.4 Procedure.

A. Human Resources Manager. An employee of the Department will be designated as the Human
Resources Manager.



1.

2.

The Human Resources Manager or designee will become thoroughly knowledgeable of the
University of Florida's rules and regulations relating to recruitment and hiring prior to
coordinating the recruitment, selection and hiring process. The Personnel Manager will be a
certified interviewer as designated by the University of Florida.

The Human Resources Manager will be the Department's liaison with the UFHR.

B. Recruitment, Selection and Hiring Process. The recruitment, selection and hiring process will be
coordinated with UFHR.

1.

Position vacancies shall be advertised with the UFHR as soon as a position becomes vacant. All
advertisements will state that the University of Florida is an equal opportunity employer and
will have a deadline for applying unless the posting is always open.

The UFHR acknowledges receipt of employment applications.

The UFHR will refer all qualified applicants to the Department for consideration of
employment.

Omissions or deficiencies in an application that can be corrected prior to the testing or interview
process will not be cause for rejection of the application.

The Human Resources Manager will maintain contact with the applicants until their
employment disposition.

The Community Services Division will provide a designated recruitment officer who will
liaison with the Human Resources Manager.

C. Recruitment Activities. UFHR is a resource to assist with recruitment activities.

The UFHR includes the position vacancies on their Job Opportunity Announcement. The UFHR also posts
the Job Opportunity Announcement with various state agencies and community service organizations, both
locally and statewide.

1.

4.

The Department may participate in "Career Day" at local High Schools or State/Community
Colleges.

The Department may recruit at Florida police academies. Periodically updated recruitment
brochures, approved by the UFHR, may be left at these police academies.

Other forms of media or recruitment activities may be utilized as long as they comply with the
requirements of this procedure and are approved by the UFHR.

The Department will post job announcements with community service organizations.

D. Equal Employment Opportunity

1.

The Department shall fully comply with the University of Florida's Equal Employment
Opportunity Plan.

a. A Department member shall be designated as the Equal Opportunity Officer for the
Department.



2.

b. The Equal Opportunity Officer shall be the Department's liaison with the University's Equal
Employment Opportunity Office.

The Department shall strive to have minority employees in approximate proportion to the
makeup of the service community.

a. The Equal Opportunity Officer will monitor the makeup of the Department's work
force. Periodically, an evaluation of the progress made toward the workforce objectives will
be conducted. Revisions will be made as necessary.

b. If a particular minority group is underrepresented, the Department Recruiter can utilize
UFHR in additional recruitment efforts.

1) The UFHR may aid the Department in meeting its minority recruitment plan by
advertising positions and using the media to advertise positions when necessary.

2) The UFHR may assist the Department in locating community organizations in Florida
that will assist recruitment efforts by posting position vacancies.

E. Recruitment Plan. An annual analysis of the recruitment plan shall be conducted and will contain
the following:

1.

2.

3.

4.

Statement of objectives;
Plan to achieve objectives; and
Procedures to evaluate progress towards objectives.

Revisions to plan, as needed.

G. Recruitment Vehicle

1.

Department Vehicle assigned to perform recruitment activities will follow guidelines set

forth in Directive 5030- Police Vehicles and Equipment.

H. Recruitment Training

Individuals assigned to recruitment activities will receive training in personnel matters, including
equal employment opportunity and key recruitment objectives, prior to participating in recruitment
activities.

2110.5 Glossary.

Equal Employment Opportunity— These laws protect employees and job applicants against employment
discrimination when it involves: unfair treatment because of race, color, religion, sex (including pregnancy,
gender identity and sexual orientation), national origin, age, disability, or genetic information.

University of Florida Human Resources — The division within the University of Florida responsible for
the pre-hiring phases of all University positions. This includes the application phase, the screening
interview, developing a computerized job pool and assisting with advertising for open positions.
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