
 
  Hurry-up New Hire Process 
 
 
 
 

 

BACKGROUND INFORMATION: 
This process is intended for those regions needing to get a candidate through the hiring process as 
quickly as possible. The hope is that as hiring managers, we are forecasting hiring needs ahead of time to 
reduce panic-hiring. This process should only be used when we risk losing the candidate due to the time 
it takes to onboard the traditional way.  
 
STEP 1: Regional recruiter reviews applications and resumes, and sends all qualified candidates 

to the hiring manager for review.   
   
STEP 2: The hiring manager reviews applicants and schedules interviews for those they deem 

capable of succeeding in the job opening. 
 
 Note: These interviews can also be scheduled by the area’s onboarding admin or the 

regional recruiter. 
 
STEP 3: After the interview, if the hiring manager decides to hire the candidate, the candidate 

must then take the Safety Assessment. If they haven’t already filled out the DOT 
application, they then fill that out as well.  

 
Note: Once the candidate passes the Safety Assessment, the hiring manager extends 
the contingent offer and gives the candidate the Union Reference Sheet. 

 
STEP 4: Once the candidate accepts the job offer, the hiring manager will have the orientation 

admin start the hiring process. 
 
STEP 5: When HR gets the email notification that the process has been started, they open the 

application portal and change the candidate’s MVR, Background and Post Offer results to 
‘pending’. 

 
STEP 6: Once the Compliance Department updates the drug screen to ‘yes’, the candidate is able 

to be scheduled for orientation.  
 
 Note 1: The admin calls the candidate to schedule and also send them an email using 

the Orientation Email Template that HR has formatted for all regions.  
  
 Note 2: The candidate must be told that they are being hired contingent upon passing the 

other three pre-screening tests.  
  
 Note 3: We cannot have a candidate in orientation until we have a negative drug screen 

result for them.  
  
STEP 7: Once the HR department has the results for the MVR, Background and Post Offer, the 

regional recruiter must notify the hiring manager that they either passed or failed. 
 

Note:  If the new hire did not pass any of the remaining tests, and is already hired, Miller 
Pipeline has the right to terminate employment. This will be decided by the hiring manger, 
regional VP, president of operations, HR and/or the CEO if needed. 
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