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POLICY TITLE: Recruitment and Hiring 
POLICY NUMBER: 3134 

Recruitment: 

3134.1 Announcement: All recruitments for classification vacancies within the District shall be pub-
licized by such methods as the General Manager deems appropriate, consistent with District stand-
ards. Special recruiting shall be conducted, if necessary, to ensure that all segments of the commu-
nity are aware of the forthcoming examination(s). Announcements shall specify the title and com-
pensation of the classification; the nature of the work to be performed delineating the essential and 
marginal functions of the job; the minimum qualifications for the classification; the manner of making 
application; the examination components; and other pertinent information. 

3134.2 Applications: Every applicant for examination shall file a formal, signed District employment 
application. Other methods of acceptable application due to an applicant's disability will be consid-
ered. Application forms shall require information covering training, experience, and other pertinent 
information as required by the General Manager. The General Manager may also require applicants 
to submit additional job related information. 

Hiring: 

3134.5 Decisions regarding employment are based upon an individual’s qualifications for the appli-
cable position as described below. 

3134.5.1 Vacancies: Employees of the District are encouraged to apply for any vacant 
positions for which they are qualified. The District awards vacant positions to the applicants 
who are best suited to meet the needs of the District, regardless of whether the applicant is 
a current District employee or not.  

If a vacancy is awarded to a current regular employee, that employee shall serve a three (3) 
month 
probationary period in that position with continued benefits for health care, sick leave, vaca-
tion and comp time-off. Within three (3) months of the move to the vacant position, the em-
ployee may return to their previous position with written notice to and approval by the Gen-
eral Manager, so long as the position has not been filled.  

3134.5.2 Selection of employees. All persons considered for employment with the District 
shall be qualified to perform the duties of the position for which they are employed. Before 
reporting for their first day of work, employees may be required to undergo a medical exami-
nation and drug/alcohol testing, which confirms their ability to perform the essential functions 
of the job.   

a) Citizenship Verification: All employees must provide necessary documentation to
prove identity and their right to work in the United States in accordance with
Federal and State Immigration and Naturalization laws. Failure to provide such
documentation will result in disqualification from selection or immediate termina-
tion.



Adopted November 10, 2020 

CHRISTIAN VALLEY PARK 

3134.5.3 Probationary Period. The purpose of the probationary period is to give the Dis-
trict and the new employee the opportunity to determine whether employment relationship 
suits both parties. New employees may be eligible for health benefits under the Affordable 
Care Act after ninety (90) days of employment, if not enrolled in the District’s health care 
coverage. During the probationary period, the District evaluates the employee’s job perfor-
mance, and it is expected that the employee will use this time period to determine whether 
the District employment is satisfactory to him or her. Generally, employee evaluations may 
be performed at three (3) months and/or six (6) months after the date of hire and shall be 
performed at the end of the twelve (12) month probationary period. The employee’s supervi-
sor will conduct a written performance evaluation to ascertain the advisability of continued 
employment on a regular basis. However, written evaluations may be done at any time dur-
ing the probationary period if determined to be necessary by the Supervisor or the General 
Manager. 

Regardless of whether the supervisor completes a written performance evaluation, proba-
tionary employees are at-will and the District retains the right to terminate employment with 
or without cause, during the probationary period, in accordance with California law. Similarly, 
the probationary employee can end his or her employment at any time with at least two (2) 
weeks’ written notice. 

New employees hired for regular positions serve a probationary period of twelve (12) 
months, commencing with their first day of employment. The General Manager, in conjunc-
tion with the employee’s supervisor, may extend the probationary period one or more times 
if it is determined that such an extension is appropriate. The status of regular employment 
following the probationary period shall only occur after a successful evaluation has taken 
place, and only if confirmed in writing by the District. 




