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Unclassified Recruitment

Search & Screen Procedures
Search And Screen Committee

Composition of the committee:  Check all that apply
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     Gender

   Age

       Race/ethnicity
     Disability



     Persons from groups underutilized in the vacant position





 
Experience of committee members: Check all that apply
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Levels of experience with search and screen process
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Interviewing expertise and skills



Network connections to underutilized groups
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AA/EEO knowledge and expertise
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LIST COMMITTEE MEMBERS BELOW (AAO approval will be needed if you are requesting a committee of less than 4 members):
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Chair Information:
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Name




         Phone                              Fax                             E-Mail

Support Staff Information:
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Name




         Phone                              Fax                             E-Mail

Affirmative Action Hiring Goals Of The Department/Unit
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           Women      
       Minority

     Other (specify)                   
Security Of Applicant And Recruitment Process Documentation
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Where will paper documentation be located?  
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Who will have access to this documentation?  
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How will the documentation be secured to limit unauthorized access?

SEARCH AND SCREEN PROCEDURES

PURPOSE:  This Search and Screen Committee (SSC) has the distinct opportunity to serve the University by assisting with recruiting and screening the applicants that apply for the position of 

                                                              in compliance with these search and screen procedures.  The SSC  is entrusted with specific expectations and guidelines outlined in these search and screen procedures.  The SSC members are responsible for careful review of, and commitment to, the following approved search and screen procedures.
AAO CHARGING MEETING: All SS committees will need to meet with the AAO prior to obtaining access and/or creating a posting in PeopleAdmin.  During this charging meeting, committees will be provided with resources and tips designed to maximize the success of the search, in other words, to attract a large and diverse pool of highly qualified candidates and to hire the very best person in the pool.  This meeting is designed to last one hour and all SS committee members will be expected to attend.  Committees will not need to create anything prior to that meeting. 
As your department or unit plans for new searches, please contact Affirmative Action at 785-8043 or 785-8541 to schedule a meeting.

CONFIDENTIALITY STATEMENT:  During the search process, search and screen committee members may have access to confidential information, including, but not limited to, personal information, education history, and employment history of applicants.  This information and all discussions and voting outcomes conducted in a closed meeting must remain confidential both during the search and after the completion of the search process.  SS committee members may discuss this information only with other members of the search committee, as well as with the authorized ex officio individuals – the unit/department director, the Human Resources director, and the Affirmative Action Officer.  Members must not permit any unauthorized person to access documents in their possession that contain applicant or search and screen information.
UNIT/DEPARTMENTAL RESPONSIBILITY STATEMENT: The search and screen chair and unit director/supervisor are responsible for reviewing current hiring procedures and updates.
RECRUITMENT PLANNING & APPROVALS

1. Confirmation of FTE (position) and Salary (available resources for the position).  
Prior to creation of a SS Committee or SS documents, the unit director must have verification from their respective vice chancellor, assistant vice chancellor or chancellor of the availability of the position and the replacement salary for the position.  

2. Creation of Search & Screen Committee.
After verification of the availability of and salary for the position has been established by the respective vice chancellor, assistant vice chancellor or chancellor, the department shall organize a search committee and identify a convener. 

3. Affirmative Action Officer Charging Meeting.
The first meeting of the SS committee shall be the charging meeting with the Affirmative Action Officer and the election of SS Chair and Recorder.  Committees are not expected to have completed any documents (e.g., position description, advertising text, selection criteria, etc.) prior to the charging meeting.  The AAO will provide resources and tips designed to maximize the success of the search, in other words, to attract a large and diverse pool of highly qualified candidates and to hire the very best person in the pool.  This meeting is designed to last one hour and all SS committee members are expected to attend.  Committees are required to meet with the AAO prior to obtaining access to PeopleAdmin.  

4. Obtaining Access to PeopleAdmin.
The SS chair (Level 1), unit/department director (Level 2), Budget & Finance, AAO, vice chancellor, assistant vice chancellor or chancellor (Level 3), and HR will utilize PeopleAdmin for the approval processes and for tracking purposes. 

The SS chair, unit director, and support staff will need to complete a PeopleAdmin training prior to obtaining access to the system.  Individuals who have not previously completed the PeopleAdmin training should contact HR at 5-8013 to schedule the training. All three individuals, or any subset thereof, may complete the training together.
PLACING THE ADVERTISMENT

Upon receipt of the approval notice, the SS chair or department chair will place the position advertisements promptly and without modification in all publications and web sites as indicated in the posting detail. 

All of the advertisements regardless of form must include a statement regarding UW-L’s value of diversity. Several examples are included below. Search committees may use the statements as written or modify the statements as needed. Alternatively, search committees may feel free to create an original statement about our value of diversity.

1. The [Insert Department name] supports and values diversity in its faculty, staff, and students. We seek a colleague who shares the department's commitment to diversity and who will be a dedicated teacher, active scholar, and effective mentor for students with diverse backgrounds, preparation, and career goals.

2. The successful applicant will demonstrate a commitment to multiculturalism, diversity and inclusive excellence and an ability to work with students and colleagues from diverse backgrounds, 

3. We at the University of Wisconsin-La Crosse believe students, faculty, and staff all are enriched by our exposure to differing ideas, opinions and cultures. We strive to be a leader in Wisconsin's movement toward increased diversity and inclusiveness. We believe that employees from diverse backgrounds are critical to achieving excellence as a nationally recognized institution of higher education. We seek to recruit, develop, and retain the most talented people from a diverse candidate pool. We strongly encourage applications from persons with diverse backgrounds and experiences.

4. The [Insert Department name] has a strong commitment to multicultural and international education and opportunities exist for curriculum development and reform in these and other areas.

5. The department and the university are committed to being an inclusive and supportive learning and teaching communities. We encourage applicants who enhance our commitment to these goals.

6. The [Insert Department name] values diversity and faculty who bring diverse experiences to their teaching.

In addition, all advertisements, regardless of form, must include the following statement: 

“UW-L is an AA/EEO employer.” 

All advertisements must also include the following Criminal Background Check (CBC) statement: 

“Employment will require a criminal background check.  A pending criminal background charge or conviction will not necessarily disqualify an applicant.  In compliance with the Wisconsin Fair Employment Act, UW-La Crosse does not discriminate on the basis of arrest or conviction record.”

This statement may be modified with advance HR approval to “Employment will require a criminal background check. “ 

NOTE:  Advertisements may not be placed until after the posting has made its way through the electronic approval process and is posted on the UW-L employment site.  The SS Chair will receive an email notification when this has taken place.

COMMITTEE ORGANIZATION

1. A meeting will need to be conducted to include the selection of a SSC chair and a recorder, a review of a position description, and discussion of the search and screen process.
2. The recorder shall be responsible for posting a notice of meetings and taking official minutes of meetings which must include the motion and vote by name to go into closed session.  Minutes must comply with open meeting rules.

3.  A simple majority of voting SSC members constitutes a quorum necessary to conduct SSC business.  A simple majority of the SSC, along with the approval of the Executive Director for Human Resources, and the Assistant to the Chancellor for Affirmative Action may change these procedures.  
4. SSC members may not vote by proxy but may participate and vote by teleconference with advance notice to the SSC chair.  The SSC chair is a voting member of the SSC. 

5. All voting shall be done by a show of hands unless a roll-call vote is requested by any member of the SSC.  The recorder shall maintain a record of all votes by indicating the number of yeas, nays, and abstentions.  Roll-call votes shall be used if a SSC member is attending via teleconference.

6. All deliberations of the SSC and the names of nominees and candidates are confidential.  Public statements are to be made only by the chair, and all questions relating to the business or progress of the SSC are to be referred to the chair for reply.  

7. The recorder, in compliance with open meetings rules, will post all meetings, noting if any meeting will go into a closed session, and if it will reopen in an open session.  

8. Evaluation meetings shall be closed by majority vote of those SSC members in attendance (taken by roll-call and recorded by name in the minutes) for the purpose of discussing individual candidates.  The SSC chair or presiding officer will announce that s/he will entertain a motion "to convene in a closed session to consider personal history information about applicants for the position of                                                              as provided in section 19.85 (1) (f) of Wisconsin Statutes." Upon completing business in a closed session, the committee may not reconvene in an open session within 12 hours, unless notice of the subsequent open session was included in the original meeting notice.

9. SSC members, their spouses, family members, or partners cannot be applicants for the position, so there is no possibility of nepotism.

10. Non-voting ex officio members of the SSC shall include the Assistant to the Chancellor for Affirmative Action and the Executive Director for Human Resources.  These members are consultants to the SSC and SSC chair on matters of process and procedure.  
INITIAL SCREENING 

1. Each member of the SSC will review application documents of the entire pool of applicants and make an initial assessment (yes/no) of each candidate to determine whether each applicant should be considered further.  The assessment shall be based on whether the candidate meets the minimum selection/qualifications criteria.

2. The SSC will then meet and discuss each candidate.
3. If any SSC member believes that a candidate deserves further consideration (based on the selection/qualifications criteria), that candidate will be placed in the “pool of applicants” to receive further consideration. 
4. Applicants deemed unacceptable for the position during the initial screening will receive no further review and will comprise Tier 3. 

SECOND SCREENING

1. The SSC may solicit additional material from applicants retained for further consideration.  Applicants may be asked to provide additional materials via written communication (including email), telephone, or videoconference in support of their application, to respond to any specific questions developed by the SSC (and approved by  the Assistant to the Chancellor for Affirmative Action), and/or to provide additional references.  All applicants shall be treated similarly in the recruitment and screening process.
2. If telephone or electronic interviews are conducted, a common list of core questions (samples on the web) will be asked of all persons interviewed.  Each member of the SSC should review UW-L’s Brief Guidelines for Contemporary Employment Interviewing and ensure compliance with it.  The use of standard questions does not prevent the SSC from asking follow-up questions as deemed appropriate.
3. The SSC will conduct telephone reference checks on each of the applicants still under consideration.  As assigned by the SSC chair, calls will be made by two (2) SSC members and they will use a standard set of questions that have been reviewed and approved by the Assistant to the Chancellor for Affirmative Action.

4. For each call, a written summary record will be maintained.  
5. The SSC retains the right to make off-list reference phone calls.  Off-list reference phone calls are reference calls to individuals not on the applicant’s list of references. Given that confidentiality requests by the applicants are still respected during this phase of the process, all applicants must be informed prior to any off-list phone calls being made, and a provision must be made for the applicant to specifically identify any individuals s/he does not wish to have called.  SSC members making telephone reference checks shall verbally share the information obtained with the SSC.  The SS chair or designee may seek further information about each semifinalist as needed while respecting the semifinalist’s need for confidentiality.  For each call a written summary record will be maintained.  
6. The SSC shall discuss and vote on each candidate to select those to be moved to Tier 1 and Tier 2 status.  A simple majority vote of those SSC members present is required to advance a candidate.  The SSC shall strive to identify 5-10 Tier 1 and Tier 2 candidates. 

7. Should a candidate fail to be advanced to Tier 1 or Tier 2 status on the initial vote, s/he can be brought to a re-vote only once as initiated by the SSC.  Any SSC member may request a re-vote.  The Assistant to the Chancellor for Affirmative Action may request a re-vote of a candidate to ensure a just and equitable applicant pool.

8. The SSC shall vote to cluster the candidates in two “tiers”.  The top tier shall include the three (3) to five (5) qualified candidates the SSC believes should be invited to interview on campus.  The second tier shall include the remaining qualified candidates who the SSC believes would be suitable for the position if the top tier candidates are unavailable or are determined to be unacceptable after an interview. 

 FINAL SCREENING

1. After the Assistant to the Chancellor for Affirmative Action approves candidates for interview, the SSC chair shall contact each approved candidate to schedule an on-campus interview.  
2. Within two days after determining the applicants who have accepted an invitation to a campus interview, the SSC chair will notify, as required by Wisconsin Statute 19.36(7), Human Resources for public release if requested.  This is an open record to be released by Human Resources upon request.
3. A list of core questions will be prepared and asked of all applicants brought to campus for interviews. The SSC will attach the list of interview questions to the Documents tab in PeopleAdmin and notify the AAO via email that they are available for review and approval. 

4. Each member of the SSC should review UW-L’s Brief Guidelines for Contemporary Employment Interviewing and be apprised that interview guidelines regarding illegal questions apply to all conversations with interviewees in both formal and informal settings.  There is no time that the SSC or UW-L employees are off the record with candidates, or that candidates are off the record with the campus. 
5. Following the on-campus interviews and any final reference checking, the SSC shall meet with dean/division officer to deliver their comprehensive screening results for all on-campus interviewees.  The SSC shall verbally identify the strengths and weaknesses of these unranked candidates in alphabetical order. 
THE HIRING PROCESS 
1. The SSC chair will formally request via PeopleAdmin, approval to hire from the dean/division officer/director. Once approved at the appropriate levels, the dean/division officer/director will contact the applicant to extend the job offer.

2. If the applicant(s) declines to accept the offered position (verbally or in writing), the SSC may request permission to offer the position to another interviewed applicant. Alternately, the SSC may request permission to interview additional applicants from the identified pool of qualified applicants, may request an extension of the search, or may close the search.  

3. Upon acceptance of the offer by the applicant, the dean/division officer/director will complete the Hiring Proposal in PeopleAdmin, and forward electronically to Human Resources.  

THE CLOSING OF A SEARCH

1.  HR will complete CBC process and issue the contract letter. 
2. After the criminal background check has been completed and the signed contract has been received, HR will notify the dean/division officer/director.  HR will designate the position as “filled” in PeopleAdmin and all remaining applicants will need to be notified by SSC.  HR will create an official personnel file for the new hire and will complete the official recruitment file for the search process. This process should be completed within two weeks after the notice of the hire.

3. New hires will be authorized to begin work only after HR has the necessary documents, including but not limited to I-9, signed contract letter, and a satisfactory CBC.  
4. The SSC chair and all SSC members shall shred any informal notes and/or worksheets from the search.  Applicant files will be retained by PeopleAdmin.  The following documents are to be turned in to HR at the close of a search:

· Approved minutes
· Photocopies of actual advertisements placed

· Samples of correspondence (if applicable)

· Bylaws 
Additional applicant documents received outside of PeopleAdmin must be kept in a secure location for six years.  HR will notify the department when the files no longer need to be retained.  
The following documents are used in a search:  

Forms/Templates/Samples 
Interviewing Tools 

Travel Reimbursement/Tools/Resources 
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