
Candidate Offer Process  
Pre-Offer Process 
Congratulations, you have successfully made it through the interview phase and have 
identified a finalist! These final tasks will help you validate the information you have 
gained about your candidates through the hiring process. Reference checks and 
background checks are required for all new hires.  
 
❏ Reference Check:   

 While an employment verification maybe done with the background check, reference 
checks are essential to making a good hiring decision. Human Resources requires 
departments to conduct at least three reference checks on the candidate you wish 
to hire. Hiring managers should ask their finalist for three references of individuals the 
candidate directly reported to (not co-workers).    

 The hiring manager should conduct the reference checks.  If the candidate is a 
current RIT employee, the hiring manager may contact their HRM and request to 
review the employee’s performance appraisals.  Performance appraisals, whether 
previous or current, should not be used in lieu of contacting the applicant’s current 
supervisor for reference checking.   

 Reference Check Questionnaire. 
 Update Candidate Status in Career Zone: “40- Reference & Credentials Check” 

❏ Salary Recommendation:  
 Once you have completed the selection process and decided to offer the position to 

your top candidate, contact your HRM to determine the appropriate salary. This 
determination is based on several factors, including the job grade in question, the 
candidate’s qualifications and experience, and external market conditions.  

 The hiring manager should email the HRM with the candidates' resume, desired offer 
amount, and a brief explanation of the candidates' qualifications to justify the salary.  
What factors does Compensation look at in determining salary 
recommendations? 

o Data from Market Research:   Compensation looks at other Higher Ed 
employers who contribute market pay studies and share their pay rates for 
similar positions in similar industries in the same area. 

o Demographic and Market Factors:  Salaries are impacted by market and 
demographic factors like the availability of jobs, the number of available 
candidates for a particular jo, or the number of employees looking for the 
same education and skills. 

o Fair Compensation: RIT and other larger organizations establish salaries by 
looking at the relationship between different jobs and what is needed to 
perform the job, so they offer fair compensation to employees. 

o Budget Availability:  The department also has to determine the available 
budget for each role.  

https://www.rit.edu/fa/humanresources/sites/rit.edu.fa.humanresources/files/docs/RIT_Reference_Check.docx


Offer Process 
Once you receive confirmation from your HRM and Compensation you will be ready to 
make a verbal offer.  The verbal offer should be extended prior to the offer letter.  All 
offer are contingent upon a criminal background check that will immediately follow this 
process. 

❏ Verbal Offer: 
 Update Candidate Status in Career Zone:  “40-Offer Extended/Verbal Offer” 
 Prepare for a conversation with your selected candidate: 

o What salary will you offer?  (Be prepared to negotiate if needed.) 
o When do you hope they will start? (New employee is not permitted to start work 

until the background check is completed and results have been returned, so plan 
accordingly.) 

o What are some reason you selected the candidate?  What kinds of work will they 
do?  You want to help them be as excited about working for you as you are about 
them coming to RIT. 

o Tell them you will follow-up the call with a formal offer letter via email. 
 Example of Verbal Offer:   

o “Hi, may I speak to (candidate name)? Hi (candidate name) this is (your name) 
calling from the (department name) at RIT. Is now a good time to talk? <Pause – 
let candidate respond.> First, I want to thank you again for taking the time to 
interview for the (position title). Based on the requirements of this position and 
your experience and education, we feel you would be a great fit for the position 
and department. I’m pleased to offer you the position, with a starting salary of 
$XX/hourly (or annual salary). In addition to your salary, RIT offers an excellent 
benefits package that we discussed during our interview. All offers are contingent 
on a criminal background check that will be emailed to through Hire Right if you 
accept the offer. I will also follow up this process with an email containing a 
written offer letter and an agreed-upon start date. So what do you think?” <Pause 
– let candidate respond.> 

❏ Written Offer Letter:   
 Make the job offer official by putting it in writing.  Once you have agreed on the salary 

and start date, use the Offer Letter Templates on the RIT Human Resources website: 
https://www.rit.edu/fa/humanresources/content/processing-staff-hires-and-offers. 

 Email the offer letter to the candidate for signature.  They can email back the signed 
letter.  A signed offer letter is required for both internal and external hires. 

 Forward the signed offer letter to your recruiter and hreaf@rit.edu to be added into 
Oracle. 

❏ Background Check: 
 Update Candidate Status in Career Zone: “50- Candidate Accepted Written Offer”- this 

will trigger the online background screening process (Please note that minimum 
turnaround time can be as short as 72 hours; most are averaging 7-10 days, especially if 
out of area). 

https://www.rit.edu/fa/humanresources/content/processing-staff-hires-and-offers
mailto:hreaf@rit.edu


Post Offer Process 
❏ New Hire Employee Action Form (EAF) in Career Zone: 
 Hiring manager must complete EAF in Career Zone and submit for approval. You do not 

have to wait for the background check to clear to start this process.   
 Update Candidate Status in Career Zone: “50- New Hire EAF” the form should 

automatically pop-up. 
 Once the form is completed, submit for approval- it will go to the supervisor of the Hiring 

Manager and the HRM. The form creators can insert additional approvers just as they 
can on requisitions.  

 SPA is an additional embedded approver for all grant-funded positions.  
 

❏ Disposition Candidate Pool: 
 Providing the non-selected internal candidates with feedback. This is critical. The non-

selected person should not find out they did not get the role by seeing the 
announcement of the new hire. This feedback and early notification is important for 
retention as well.  This can be done via email or a phone call. 

 Notifying the non-selected external candidates. The external candidates can be notified 
via communication template in Career Zone.  Go to Career Zone/ Candidate/ 
Communication (send/View)/ Communication Template (you can edit templates).  Use 
caution in giving any direct feedback to an external candidate so that nothing 
discriminatory is implied. 

 Update All Candidates who are not moving forward to: "60-No Longer Being 
Considered”.  

 Final meeting- collect all search documents from the committee and return them to your 
recruiter.  

 Thank the search committee- – this search required a great deal of time and effort on the 
part of the committee members. 

 

❏ Post Hire Resources: 
 Onboarding for New Employees- This site provides resources to new employees and 

welcomes them to RIT!    
 Onboarding for Managers & Supervisors is here to provide you the tools for onboarding 

your new employee. Onboarding is the process of integrating new or newly-promoted 
employees into an organization or role by building knowledge, key relationships, and 
providing feedback. It begins when the employee accepts the position, includes 
orientation, and can extend from six months to a year. 

https://www.rit.edu/fa/humanresources/content/onboarding-employees
https://www.rit.edu/fa/humanresources/content/onboarding-references-managers-and-supervisors
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