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Riverside County Human Resources 
Veterans Preference Guide for Recruiters 

 
Policy Overview: 

The Veterans Preference Policy, Board Policy C3, provides veterans and their spouse opportunities to receive interviews in 
the selection process for employment with the County of Riverside. The policy applies to all external applicants for both TAP, 
Internship, and regular job openings. Click here to view Board Policy C-3 in its entirety.  

A Veteran applicant must be referred for an interview with the hiring department so long as all minimum qualifications are 
met, including County and department requirements, receives a passing score on any required pre-employment exams, and 
has provided evidence that they have the skills required of the position. 

All required minimum qualifications must be clearly stated as such under the Minimum Qualifications section of the job 
posting. Desired or Supplemental Qualifications do not apply to Veteran applicants. 

The overall goal of Veterans Preference is to broaden employment opportunities for Veterans and their families, while 
simultaneously creating a well-qualified, skilled candidate pool for County careers. 

Who the Policy Applies to: 

All Veterans, including National Guard and Reservists, with a minimum of 90 days active service and an honorable discharge. 
This policy also applies to disabled Veterans as well as spouses of a 100% disabled Veteran or surviving spouse of a Veteran 
who died of a service-connected cause. 

How to Evaluate Veteran’s and Veteran’s Spouse Eligibility Documents: 

Veterans and Spouses of Veterans must provide a legible copy of Form DD-214 Certificate of Release or Discharge from 
Active Duty or NGB-22 Report of Separation and Record of Service, and an official Letter of Disability (if applicable). Forms 
must be reviewed by the recruiter to verify 90 days of service and honorable discharge. 

When reviewing Form DD-214, please note that there are Member-1, 2, and 4 Forms. The form provided must include box 24, 
Character of Service, which verifies honorable discharge and box 12 which confirms 90 days of service. Please see the 
following pages for examples and additional details regarding each form. 

• Member-1: Does not include Character of Service, box 24 
o Reply to candidate requesting to see the Character of Service section 

• Member-2: All necessary information 
o Acceptable for review  

• Member-4: (most common) All necessary information 
o Acceptable for review 

How to apply the preference in NEOGOV: 

Once you have evaluated the Veteran’s documents, Veteran eligible status must be applied to the applicant in NEOGOV. 
Please refer to the RIVCO HR NEOGOV Recruitment Procedures Guide for detailed instructions on the steps to do so. You 
can access the guide here.  
 
What is the process if I have a qualifying Veteran, but I am not routing them for an interview with the department?  
 
If you do not believe that a Veteran meets minimum qualifications and you will not be routing them to the department for an 
interview, you must first review your determination with your Senior Analyst and gain their approval prior to certifying your 
list. Should your Senior agree that the Veteran does not meet minimum qualifications, L&OD must be notified via e-mail (CC 
your Senior) with the following information: 

• Veteran Name, Recruitment ID Number, and brief statement as to why the Veteran did not meet minimum 
qualifications 

https://www.rivcocob.org/wp-content/uploads/2018/07/C-3-Veterans-Preference-Program.pdf
https://rivcounty.sharepoint.com/teams/Recruitment
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Sample Form DD-214 Member-4 
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Sample Form NGB-22 
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Sample Letter from Department of Veterans Affairs 

In addition to providing either Form DD-214 or NGB-22, Veteran’s Spouses are also required to provide a letter 
from Department of Veteran Affairs (formerly Veterans Administration) naming the applicant as the spouse and 
indicating that the Veteran is 100% disabled or deceased. 

 

 

 


