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I. Overview of The Search Process  
 

South Central College Hiring and Search Process Overview 
 

 South Central College (SCC) is committed to ensuring a fair, balanced, and equitable 

recruiting and hiring process that results in the appropriate match of skills, knowledge, 

experience, and job requirements.  

 This document is designed to serve as a guide and resource for the campus. In those 

efforts to serve you, the HR Team is providing you with the resources needed to ensure that we 

continue to recruit and maintain a strong diverse workforce and promotes the highest standards 

of professionalism. This document seeks to establish policies, practices, and procedures that 

reflect “best practices” for employment processes and ensures that appointments are made in 

accordance with administrative, legal, and regulatory requirements. 

 These guidelines combine hiring procedures for all employee categories including 

faculty, staff, and administrators. Administration reserves the right to change or make corrections 

to hiring procedures with or without notice. People are our most important organizational 

resource and making good hiring decisions is an important organizational goal. It is the policy of 

the college to adhere to federal, state, and Board of Trustees policies and guidelines in the 

employment of faculty and staff. This is in compliance with Titles VII and IX of the U.S. Civil 

Rights Act of 1964, as amended. As a recipient of federal funds, our employment procedures 

must be reflective of the requirements of fairness and be free of prohibited discrimination in their 

implementation. 
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II. Getting Started 
 
Beginning the Hiring and Search Process 
Hiring Supervisor 
 
The hiring and search process begins with a mandatory meeting between the hiring official and 
Vice President of Human Resources and Organizational Development (VP of HR/OD).  This 
meeting is to discuss the hiring process prior to filling a vacancy in a department, whether from a 
separation of an employee, or through the creation of a new position (an old job that was 
restructured or a job created for new areas or demands). However, adjunct faculty will be 
managed within the respective departments in accordance to the MSCF contract and salary 
schedule.  
 
This meeting is also used to determine: 
  

• if a new position should be created;  
• can be contained within the current structure; 
• provide information for budget approval; 
• review information required to submit an on-line Position Request Form (PRF); and 

position description on the MnSCU template to Human Resources and job posting. 

The VP of HR/OD or designee will meet within two weeks of the identification of the advisory 
committee to go over procedures for properly conducting the recruitment and selection process.  
 
General Information 

South Central College (SCC) is committed to conducting all personnel and educational 
activities without regard to race, sex, color, creed, religion, age, national origin, marital status, 
disability, status with regard to public assistance, sexual orientation, or membership or activity 
in a local commission as defined by law. Personnel activities include, but are not limited to: 
recruitment, selection, placement, employee development, promotion, retention, compensation, 
leaves of absence, disciplinary action, transfer, demotion, termination, and layoffs affecting all 
employees and job applicants. South Central College will not tolerate discrimination on the 
basis of these protected group categories in accordance with all state and federal equal 
opportunity/affirmative action laws, directives, orders, and regulations. 

These procedures set forth the process for conducting searches for Classified and Unclassified 
employees at South Central College. These processes are designed to accomplish the following: 

• Meet the college's commitment to foster diverse workforce; 
• Create sufficient documentation of the college's selection decision-making with regard to 

each hire; 
• Comply with state and federal laws regarding affirmative action and equal employment 

opportunity; 
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• Co ensure all applicants fair and consistent treatment in our selection processes; 
• To hire well-qualified candidates; and 
• To protect the college and those involved in the process from exposure to liability. 

 
Compliance with the search process is mandatory (see Figure 1:  Managing The Search Process 
Flowchart). Any requests for exceptions must be sought and approved in advance of 
implementation from the Vice President of Human Resources and Organizational Development 
of South Central College. 

Should any candidate ask for accommodation of a disability during the application process, 
please contact Human Resources at (507) 389-7209 (MRS/TTY: 7-1-1 or 1-800-627-3529), or 
email human.resources@southcentral.edu. For additional information regarding requests for 
accommodation, go to the ADA section of HR Employment Guidelines by browsing to or 
clicking on the link below: 

http://www.southcentral.edu/humanresources/policies.asp. 

Summary Statement on Equal Opportunity in Hiring Practices at Minnesota State Colleges 
and Universities 

Minnesota State Colleges and Universities utilize hiring practices designed to promote equal 
opportunity for all qualified candidates.  It is important to recognize that these practices are not 
used to lower essential hiring qualifications or mandate hiring quotas based on gender or race or 
other protected class status.  MnSCU’s hiring practices are, instead, designed to afford all 
qualified applicants an equal chance to be evaluated on his or her merits without discrimination 
based on membership in a protected class. 

Through its hiring process, Minnesota State Colleges and Universities strives to increase 
opportunity by broadening the diversity of the applicant pool and evaluating all qualified 
candidates using the same legitimate work-related criteria.  These hiring practices generally 
include: 

1. Screening position descriptions and selection criteria to ensure the use of appropriate 
(merit-based) requirements; 

2. Including a thoughtful review of essential qualifications and preferred criteria; 
3. Comprehensive and inclusive advertising and recruiting efforts; 
4. Special or targeted recruiting in addition to traditional methods; 
5. Gender-neutral and culturally bias-free criteria in evaluating candidates. 

 
Human Resources will assist search committees in implementing the above practices, including, 
but not limited to, ensuring a diverse pool of candidates, designing appropriate interview 
questions for all candidates.  
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MnSCU Board Policy 1B.2 
1B.2 Affirmative Action in Employment 
 
Minnesota State Colleges and Universities is committed to and supports aggressive affirmative 
action steps and programs intended to remedy the historical underrepresentation of persons of 
color, women, and persons with disabilities in the workforce. 
 
Note: An otherwise qualified candidate’s protected class membership may be considered as a 
hiring factor only as part of a legally authorized plan to remedy a historically underutilized class 
of individuals. Authorized campus officials should consult with the Human Resources Office for 
specific guidance.   
 
Human Resources will complete the appropriate reporting information and forward it, along with 
any supporting documentation, to Minnesota Management and Budget for review and approval. 
 
The following affirmative action recruitment and selection activities are recommended: 
 

• Establish short- and long-term goals for the selection of available qualified persons. 
• Establish and utilize a recruitment program designed to attract said applicants. 
• Seek to organize, design, and redesign work to provide broad opportunities for all to enter 

and progress in a chosen career field. 
• Validate selection procedures to ensure that they have no adverse impact on protected 

class applicants. 
• Ensure that the selection process leads to an applicant pool that includes qualified 

candidates from targeted minority groups. 
• Review the success of your recruitment and selection actions each year by program. 
• Each applicant should receive a Self-Identification Form (copy original as necessary) and 

accompanying cover letter (copy as necessary) regardless of whether the individual meets 
the minimum qualifications. 

• HR will offer training sessions on recruitment, conducting searches, and applicant 
tracking.  Please work with the Office of Equity & Diversity or Human Resources to 
schedule a group or individual session. 
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1. Confidentiality / Access to Application Materials & Hiring Process 

Maintaining confidentiality is a fundamental responsibility of all individuals involved in 
the hiring process. Any member found to be in violation of the confidentiality agreement 
will be removed from the committee and the search could be failed after consultation with 
the President.  Understanding the legal and practical reasons and effects of confidentiality 
are critical. All hiring officials, as well as any others who will be involved in the hiring and 
selection process, are required to read the language contained in Ethics Statement, sign, 
submit, AND to view the videos noted below prior to participating in the hiring process:  

 
a. Minnesota Statute 13.43, Subd.3, provides statutory authority for confidentiality of 

applicant data. Honoring the confidentiality of applicant information is a legal 
mandate. 

b. Access to application materials and other information about screening is limited to 
the active search upon which the advisory committee member currently serves. 
Advisory Search Committee members are those designated specifically as such and 
do not include other members of the department/college/unit who were not so 
designated. Hiring officials include the president, appropriate vice president, dean 
and/or director.   

c. In addition, maintaining confidentiality is a professional courtesy; leaking 
information to people not involved in the search process may cause the loss of high 
quality applicants. Chairs & Advisory Search Committee members must refrain 
from using any form of social media, search engines, and/or any other methods to 
gather information about an applicant not contained on the resume or vita for the 
purposes of evaluation.  All applicants must be evaluated based on the skills, 
knowledge, and experience to fill the job requirements.  

d. The identity of ALL applicants is private, except for those who become finalists as 
defined by law. Only a Human Resources Representative should communicate with 
candidates or anyone else not named as a reference, unless Search Chair request 
authorization from VP of HR/OD.  If you are uncertain, please consult with Human 
Resources before making contact. This is particularly true when the selection has 
been made as to who will be offered the position. Inadvertent communications can 
complicate the hiring process.   

e. Once a candidate becomes a finalist, certain information is public about them 
including: name, veteran status, relevant test scores, rank on eligible list, job 
history, education and training and work availability. Not all information on a 
finalist is public. Always inform the candidate before making information public. 
When releasing information on finalists, be sure to redact from resumes 
information that is not public including: home address, birth date/age information, 
any ethnicity/race information, and the like. 

f. If a candidate request to see his/her search documents, refer the individual to 
Human Resources. Human Resources will respond to the request.  
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g. The Search Chair must require that all Search Committee members sign an Ethics 
statement (see Resources D ) and return it to the Human Resources Representative 
for inclusion with other search documents.  Each member of the committee will 
receive an email similar to the following: 

 
Thank you for agreeing to be on the interview committee.  You will need to view the videos 
below if you have not seen them within the last six months: 
  

• Confidentiality 
Video:  http://www.hr.mnscu.edu/video/confidentialsearchprocess/index2.html   

 
 

• Affirmative Action Video:  https://southcentral.ims.mnscu.edu/  
• Username:  search.committee01 
• Password:  interview 

  
Once logged in, click on Select a course… , Affirmative Action Training – Affir Act 
TrainingC  and then click on Affirmative Action to start the course.  You may need to 
temporarily allow pop-ups in order to view it.  

 
 
Hiring Process 
 

Request to Fill (vacancy): 
a. Position Request Form filled out and approved by Administration.  
b. View http://southcentral.edu/docs/DiversityGoals.pdf to verify SCC diversity 

goals. 

The process is started when Human Resources receives the completed online forms with required 
documentation (See list below). 
 

Faculty Position Request 
Form: http://web1vm.southcentral.edu/machformsSCC/view.php?id=29233  

Use this form for all NEW faculty hires.  
  
Staff Position Request 
Form: http://web1vm.southcentral.edu/machformsSCC/view.php?id=47130 

Use this form for all NEW staff hires.  
 

All online forms must be complete, with applicable information, supporting documentation, 
budget approval, and electronic signature authorization obtained prior to routing to Human 
Resources in order to not delay the process. 
 
 
 



South Central College 
   

9 

Replacement Position: 
Required Documents:  Current Position Description on most recent MnSCU template, 
please verify with Human Resources and updated Organizational Chart as follows: 
 

a. Current Position Description – signed and dated by supervisor ** Note: If there 
are revisions/ updates to be made to a position description by the supervisor, these 
changes must be made prior to sending the position description for signatures and 
to Human Resources. Once a position is announced/posted internally, changes to 
the position description cannot be made without reposting.  If more than 5% of 
the position changes, it may require a job audit with MnSCU approval.  

 
b. Organization Chart including:  positions two levels above and two levels below 

this position; job class title for each position; position control number and/or 
current employee name for each position; full-time equivalency for each position; 
and position being reviewed highlighted. Working class titles are optional, but 
helpful. 

New Position:   
a. Create new position description using most recent MnSCU Position Template 

(located under HR Forms) 
b. Submit new position description, organizational chart (with pertinent information – 

see above), and any samples of similar jobs either at SCC or other MnSCU 
institutions that may be the same classification. HR can help collect samples from 
other colleges if you request. 

c. After HR reviews and adds an audit request and letter of explanation, the above is 
sent to MnSCU personnel for classification along with a new position number.  

d. When classified – HR will notify you of the classification. 
e. Submit Online Position Request Form.  

 
 Faculty/Adjunct Position: Faculty/Adjunct do not require position descriptions, but 
 the South Central College announcement must reflect the minimum qualifications for the   
            credentialed field and any preferred qualifications you request.  
 
 Use  http://www.cfc.mnscu.edu/index.hml  
 
 
 
 
 
 
 
 



South Central College 
   

10 

Adjunct Hires: 
  
South Central College expects and requires all adjunct hires offered employment as a 
college faculty member or any individual assigned to perform faculty work to meet system-
established faculty minimum qualifications for the appropriate field except as provided for 
in Procedure 3.32.1. An individual credentialed under this policy and related procedures 
shall be deemed to satisfy the licensure requirement pursuant to Minnesota Statutes section 
136F.49, as applicable. (Adapted from MnSCU Board Policy 3.32 – College Faculty 
Credentialing Subpart D. Minimum Qualification, Part 3. Applicability)  
 
It is the Deans responsibility to verify this requirement and adhere to contractual language 
prior to hiring and/or extending an offer of employment.  These offers may be rescinded 

 
2. Posting  

South Central College to increase opportunity and promote diversity post internally and 
externally to broaden the applicant pool providing the hiring supervisor with qualified 
candidates.  Human Resources posts vacant positions internally normally within three 
working days of receiving all approved required documentation. All documentation must 
be complete, including all appropriate signatures, and be turned into Human Resources. 
The length of the internal posting period varies depending on the requirements in the 
respective bargaining agreements.   All approved documentation (i.e., position description, 
posting advertisement) must be on file in Human Resources, by Monday noon, one week 
prior to the job being posted internally and/or in order to meet the timing and for external 
posting requirements with MnSCU and other hiring systems utilized to fill opportunities.  

 
3. Review of Bids 

AFSCME: Once the internal posting period expires, Human Resources will determine if 
there are eligible bidders for the vacant position. If there are eligible bidders, the position 
will be awarded to the most senior, eligible bidder. The supervisor of the vacant position 
and the successful bidder will have the opportunity to meet to discuss the position in more 
detail prior to the bidder making the decision to accept or reject the bid award. 
 
MAPE: All eligible interested bidders who have made a timely bid, shall be given 
consideration and may be appointed to the opening prior to the consideration of other non-
interest bidding applicants and prior to filling the vacancy through other means. The 
appointing authority must have a legitimate business reason to reject all interested bidders. 
Seniority of the interested bidder shall not be a factor in appointing employees from among 
the interested bidders. 
 
MMA: All permanent or probationary classified supervisors in the same class and seniority 
unit who meet the posted qualifications, and who express their interest in writing, shall be 
given consideration for the opening prior to filling the vacancy through other available 
means. If requested, an interview shall be provided before filling the vacancy. 
 
The procedure in the applicable bargaining agreement for all positions will be followed in 
regard to handling of interest bidders. 
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4. Minnesota Management & Budget (MMB) Posting (Classified positions only) 

If there are no eligible bidders (or the eligible bidder(s) reject the bid award) the position 
will generally be posted on the Minnesota Managements & Budget website 
(http://www.careers.state.mn.us/) for interested applicants to apply. The minimum 
posting period on MMB is two (2) days; not including the day the position was opened.  
All applicants for vacant positions must submit their resume to MMB to be considered for 
the vacancy. 
 

5. Advertising positions 
When advertising positions, HR and the hiring manager will determine where to place the 
ad.  The planning for advertising must be done prior to starting the search process.  It is 
highly recommended for departments with low applicant flow to develop an alternative 
recruitment plan, timeline to re-advertise, and job fair attendance. Once the development of 
the job description is accomplished, the best advertising strategy to cultivate top candidates 
must be laid out.  
 
Departments must submit and receive HR approval of the Position Request Form before 
advertising via any medium. Departments are notified whether a description has been 
approved or if it needs modification. After receiving notification of approval, departments 
may proceed with forwarding advertising request to HR representative.    
 
Human Resources urges departments to advertise as widely as possible to foster creation of 
a diverse applicant pool. Each field has its own sources of professional journals, 
conferences, and other means of advertising. Collegial contacts and networking are part of 
the recruitment process, but these should supplement, not supplant, published 
advertisements in trade journals and newspapers. Search committee members must keep a 
paper record of all contacts they make in the recruitment and forward to Human Resources. 
 
The Human Resources Office places job postings: 
 

• SCC web site  
• Local newspapers  
• MnSCU Career Opportunities  
• Work Force Center 
• Minnesota.Jobs.com 

 
In addition, all our jobs are now posted on www.minnesotadiversity.com and 
www.herc.org.   Special request can be made placing ads at any of the following:  Star 
Tribune, HigherEd, Chronicle of Higher Ed., AACC, Workforce Education, Community 
College Jobs, and Diverse.  Human Resources, at designated times for Fall and Spring 
semester hiring, offers each department an opportunity to post for free.  However, if a 
department misses the posting window, advertising costs and/or some portion of the 
associated fees may be charged to the department.   
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Newspaper ads must be submitted to the newspaper by Wednesday noon. So, HR needs the 
request Tuesday noon at the latest.  All postings that are put in The Mankato Free Press are 
automatically posted to www.monster.com.  
 
Checklists are provided for where to send the job advertisement. 

Advertising for Faculty 
__1. Send to MnSCU system. 

__2. Send to Human Resource departments of similar Institutions or Universities. 

__3. Send to Institutions and Universities with programs in targeted fields. 

__4. Post on Human Resources and Career Placement job boards and post at other campus  

        locations. 

__5. Post on job boards of associations and other organizations serving professionals in  

        targeted field. 

__6. Post at conferences of professionals in targeted field. 

__7. Post at career fairs. 

__8. Mail to targeted populations. 

__9. Seek names from directors, division chairs, deans, vice presidents, and the president, as   

        appropriate. 

__10. Consider use of search firms and headhunters. 

__11. Consult with and recruit retirees, former employees, and consultants. 

__12. Recruit people from competitors. 

__13. Recruit people from minority and women’s organizations. 

__14. Post on websites (professional, academic). 

__15. General publications such as Affirmative Action Register, Black Issues in Higher Ed,  

          Chronicle of Higher Education, etc. 
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Advertising Checklist For Staff. 

__1. Post on Website 

__2. Post on job boards of associations and other organizations serving professionals in targeted 

field. 

__3. Post at conferences of professionals in targeted field. 

__4. Post at career fairs. 

__5. Mail to targeted populations. 

__6. Consult with and recruit retirees, former employees, and consultants. 

__7. Recruit people from competitors. 

__8. Recruit people from minority organizations. 

__9. Post on websites (academic, professional, trades, service organizations). 

 
7. Applicant Screening (Human Resources) 

After the position closes, the steps below will be followed in order until the position is 
filled: 

a. Human Resources will prescreen the applicants based on the posted minimum 
qualifications for the position.   

b. Seniority Unit Layoff List: A search of the list for the appropriate classification will 
be conducted. 

c. Claiming: Employees from other state agencies who are on notice of layoff but have 
not yet been separated from employment may claim positions in the same or lower 
classification, as they are currently in. 

d. Class Layoff List: A search of employees who have been laid off from other state 
agencies will be conducted. 

e. Promotable Applicants (AFSCME): A search will be conducted to check for 
qualified applicants on the lists that are promotable. 

f. If the position is not filled by one of the above methods, a list of applicants and 
their resumes will be forwarded to the hiring official. Only applicants who meet the 
minimum requirements for the position will be forwarded to the hiring official. 

 
*NOTE* Prior to sending the applicant list to the Hiring Official, Human Resources will 
conduct a search of the list to identify any Recently Separated Veterans (RSV) who have 
applied for the position. A list of those applicants who meet the minimum qualifications 
will be forwarded to hiring manager so interviews can be scheduled in accordance with the 
requirement of Minnesota Statutes Chapter 43A.11, Veteran Preference. For further 
information, please see: http://www.careers.state.mn.us/vets.   
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8. Resume Review and Scheduling (Human Resources & Hiring Official) 
 

HR will work with the hiring official to ensure a diverse pool of qualified candidates (no 
more than 10) is sent forth to the search committee.  Human Resources will place the 
resumes of selected candidates in the specified hiring folder for evaluation.  Each search 
committee member should complete an online rating form for each candidate and submit to 
equit.diversity@southcentral.edu. HR will schedule a review meeting with the search 
committee to review results and host discussions. HR will place tentative holds on 
President’s calendar for interviews. The search committee should select the highest three 
(3), but no more than (5) candidates to bring on campus for an interview (if available).  
 
The hiring official should forward the following information to Human Resources within 
two days of review meeting: 
 

• Propose (3) Times, dates, length and other information for interviews. 
• List of interview questions with at least one from approved diversity list on HR 

webpage; and (Teaching Demonstration Info – if applicable) 
• Selected Candidate Evaluation Forms from HR Webpage (see Resources & Forms) 
• Other information and technology needed for interviews. 

 
The above information, including all of the documents described above, must be sent to a 
HR Representative for initial review and approval two weeks prior to interviews being 
scheduled.  After approval of the informational packet, Human Resources will proceed 
with scheduling interviews. Follow-up confirmation letters will be sent to each interviewee 
either via mail or email confirming the interview date, time, location, parking instructions, 
etc. This correspondence will also include a campus map, and complete copy of the 
position description for review prior to the interview. If applicable, the letter should also 
request an official copy of any transcripts required to verify the educational requirements 
for the position.   
 

9. Evaluation Materials  
         All materials used by the advisory committee during the evaluation and interview process 

shall be retained in a secure manner and become the sole property of South Central 
College. Upon completion of the search, the human resources office liaison will retain all 
materials consistent with the South Central College records retention schedule (3 years).  

 The release of information about candidates will be made by written request to human 
resources and only after consultation with the president and Vice President of Human 
Resources and Organizational Development and only after receiving a signed release from 
the candidate. 

 
10.  Interiews and Forums 

Site interviews  
The search advisory committee in a confidential location will interview a short list of 
candidates. The search chair, in consultation with the human resources office liaison and 
committee, will develop a list of Appreciative Inquiry behavioral-based questions, which 
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will be asked, of each candidate during site interviews.  Additionally, each candidate 
interviewing on-site will be given an Appreciative Inquiry question.  This response will be 
provided to the search advisory committee.  The human resources liaison will coordinate 
the collection and compilation of all feedback and provide to the president.  The search 
chair and human resource liaison shall provide a summary of the feedback to the president 
regarding candidates interviewed on campus. This summary will include information 
gathered about the candidates from all phases of the process, including the site interviews, 
references, and background checks. 
 
Interview Notes and Documentation  
After the search is complete and an offer has been extended and accepted, please send all of 
your interview notes, documentation related to the interviews, and any other documents 
related to the search that Human Resources does not already have copies of, to Human 
Resources. The law requires that certain specified documents related to the recruitment and 
search process be kept on file for a specified period of time. Please contact a HR 
representative, if you have questions related to which documents need to be sent to Human 
Resources. 

 
President Interviews  
The president and/or designated cabinet member will interview candidates forwarded by 
the search advisory committee.  
  
Forums 

 Public forums shall be held in the college for all administrative semi-finalist candidates.  
 
11.  Recommendations & Appointments  
 

After the conclusion of final interviews, the search committee determines which 
candidate(s), (if any), to recommend to the President. The advisory committee will 
recommend at least three candidates to the President. In some circumstances, where 
candidates have self eliminated the committee can recommend the remaining semi-finalist; 
rank all the semi-finalists, and/or provide a report outlining the strengths and weaknesses of 
each semi-finalist as requested by the VP of HR/OD during the first session with a full 
committee.  
 
If a candidate does not accept the offer of employment, the search committee may be asked 
to recommend another candidate. It also may be asked to extend or reopen a search. The 
decision to extend or reopen a search is the responsibility of the VP of HR/OD and hiring 
official.  

 
South Central College President shall have final appointing authority for all positions.  
The Vice President of Human Resources and Organizational Development will confer with 
the respective cabinet member and/or hiring official regarding next steps and prior to the 
extension of an offer after the President has made a final selection and/or deemed another 
search is warranted. A failed search can be an indicator of an ill-defined position, 
inadequate recruiting techniques, or ineffective selection methods. 
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Once the packet has been approved, it will be forwarded onto Human Resources who will 
contact the hiring official to discuss next steps. The hiring official can in conjunction with 
Human Resources participate in reference checks for the finalist. Please be sure to view the 
information on reference checks as well as requirements and sample questions. Human 
Resources will then complete the employment verifications, conduct a criminal background 
check (if applicable), and verify transcript information for the finalist candidate. If a hiring 
manager wishes to request permission to make a conditional offer of employment based 
upon back background and reference check results, approval must be obtained from the 
Vice President of Human Resources and Organizational Development prior to proceeding 
with any conditional offer of employment. Under no circumstances may an applicant or 
employee start working in a position requiring a background check until the results of the 
background check have completed and reviewed by Human Resources. 
 

 Offer 
Once all the above steps and approvals have been completed, Human Resources will 
contact the hiring official and request a potential start date, discuss the salary offer and next 
steps in the process.  The Vice President of Human Resources and Organizational 
Development will extend a verbal offer of employment and if accepted, discuss a potential 
start date. Human Resources will then follow up with an official written offer of 
employment to the candidate and notify the hiring official to submit an employee action 
form with all applicable information. 
 
An On-boarding packet will be sent to the candidate that must be signed and returned to 
Human Resources prior to starting that includes the following: 
 

a. Offer Letter 
b. I-9 Form 
c. W4 Form 
d. New Employee Checklist 
e. Payroll Direct Deposit Information 
f. Retirement Checklist 
g. Tennessen Warning  
h. Position Description  

 
Adjunct hires should be directed to the Human Resources Office to complete the on-
boarding packet after accepting offer within a department.   

 
Thank You Emails or Letters 
Once the selected candidate has signed and returned the written offer letter to Human 
Resources. Human Resources will notify the remaining applicants in the pool that the 
position has been filled. 
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III. Roles and Responsibilities 
 

A. Advisory Committee 
 

Responsibilities: 
The committee is advisory to the hiring supervisor and/or designee. The first step in the 
recruitment process is the appointment by the dean, director, or cabinet member of a 
advisory chair to oversee the search process. The advisory committee performs 
responsibilities that the hiring supervisor or chair requests. Typical responsibilities 
include screening applications, interviewing, and evaluating candidates in confidential 
interviews and conducting an on-site public interview process (forums) with candidates.  
 
For administrative positions, persons who will be subordinates, peers, and/or superiors of 
the person selected may be selected to serve on the Advisory Committee. Where the dean 
of a department is being sought, it is customary to include subject matter specialists as 
well as prospective peers and supervisors. The composition of all Advisory Committees 
should be well balanced across gender and ethnicity. Generally, advisory committees are 
comprised of staff and faculty who have an interest in the function served by the position. 
However, on occasion, individuals outside of the college may serve on the Advisory 
Committee.  

Advisory Committee members should not be related by kinship, personal relationships, or 
be engaged in business ventures with persons who apply for the vacant position. Persons 
who are known adversaries of applicants likewise should not be members of an Advisory 
Committee. It is incumbent upon an Advisory Committee member to disclose when such 
a conflict arises. Upon having knowledge of any conflict of issue potential, the committee 
Chairperson should discuss the matter with the Vice President of Human Resources and 
Organizational Development and shall take appropriate action. 
 
The advisory chair, with the assistance of the appointed HR support staff, is responsible 
for ensuring the timely submittal of the appropriate documents (i.e., electronic forms, 
interview questions, and candidate evaluation materials) during the search, corresponding 
with applicants, and maintaining all other applicable search records.  Compliance with 
the search process is mandatory.  
 
All members of an SCC advisory committee must agree to maintain confidentiality 
during the entire search, and disclose immediately as soon as they become aware that a 
friend or family member is applying for the position; and/or during the interview process, 
as well as, refrain from holding any outside discussions regarding the meetings, 
interviews, the candidates, or any other confidential information.  The committee 
members are expected to take an active role in all aspects of the search for qualified 
candidates.  Human Resources will be responsible for notifying and coordinating with 
each bargaining unit within one week of the approved position, the name of their 
representative. The advisory committee consists of nominated, volunteers, and/or 
appointed members by their respective union official to serve.  
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Committee members are reminded that their deliberations, as well as application 
materials, must be treated with the strictest adherence to confidentiality. Any information 
an individual has access to as a result of his/her status as a committee member is 
confidential. If confidentiality is not maintained, both during and after the recruitment 
process, it can lead to the cancellation of the search and/or a complaint being filed by a 
candidate. Confidentiality also becomes important when notifying candidates of their 
status upon completion of the search process. Candidates may want information about the 
qualifications of other candidates with whom they have competed. Remember the privacy 
rights of the individual candidates. It is recommended that you contact Human Resources 
for guidance prior to releasing information. 
 
This advisory committee membership should include at a minimum a representative of 
the following: 

   
SCC Administrator; Diversity Committee member; and Union representatives: 
 
Members from each represented union (i.e., AFSCME, MAPE, MMA, and MSCF) shall 
be from a differing department of the hiring supervisor and/or designee. 

  
Members of the commissioners plan, community leaders, and student senate members 
may be included when deemed appropriate by the hiring supervisor and/or designee. In 
addition to the aforementioned members, each hiring supervisor may include subject 
matter experts from within their respective departments to be on the committee. 
 
The advisory committee will be utilized for all open positions within the college, with the 
exception of adjunct faculty that is hired on a semester-to-semester basis by deans and 
human resources.   
 
Duties: 
The duties of the advisory committee member shall include, but not be limited to the 
following: 

 
• Attends all meetings scheduled by the HR/Chairperson.  

• Assists in establishing a timetable.  

• Develops lists of interview and reference questions, if requested.  

• Participates in all interview sessions.  

• Evaluates applications according to education, experience, and other relevant 
criteria defined in the vacancy announcement.  

• Recommends from two to five (preferably a minimum of three) of the best-qualified 
candidates, unranked, to the President. The committee's work usually ends with the 
recommendation to the President.  
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• Forwards all records to the Chairperson after the search.  
 
 

B. Equal Employment Opportunity Designee 
 

Responsibilities:  
The Equal Employment Opportunity Designess (EEO) is responsible for oversight of the 
college’s compliance with equal opportunity and affirmative action laws 
 
The EEO must approve any requests for exceptions in advance of implementation. This 
process applies to the advertisement, recruitment, nomination, evaluation, and 
recommendation of candidates for all positions of South Central College (i.e. 
administration, faculty, and staff). These implemented guidelines are in alignment and 
consistent with Minnesota Colleges and Universities Board Policy 4.2. 
 
The Office for College Equity and Diversity (OCED) requires that all advisory 
committees schedule an OCED and HR (Employment Specialist) sponsored orientation to 
familiarize themselves with aspects of equal employment practices, as well as the 
mechanics of the search process. This will greatly decrease process errors as well as 
reduce the potential for unlawful conduct. Contact the Office for College Equity and 
Diversity (507-389-7219) for further information and to schedule an orientation, as soon 
as possible, after the advisory committee has been appointed and prior to accessing any 
applications or interview materials. 
 
Duties: 
 
The duties of the AAO shall include, but are not limited to the following: 
 
• Preparation and oversight of college affirmative action and equal opportunity plan, 

including development and setting of college-wide goals; 
 

• Monitoring college compliance and fulfill all reporting requirements; 
 

• Be aware of the summary of underutilization by job group.  

• Participate in the recruitment process from its initial stages to completion while 
keeping the coordinator, workplace equity program, informed as appropriate.  

• Ensure that recruitment efforts are far-reaching and include efforts that attract 
qualified candidates from the broadest practical labor pool. An assessment shall be 
made to determine the extent to which recruitment efforts have been successful in 
attracting a diverse pool of candidates who are both qualified and truly competitive 
and render a decision as to the need to address any problems.  

 
• Providing consultation and/or training to hiring managers and supervisors regarding  

recruitment, selection, and retention best practices and resources, progress on hiring 
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goals, providing reasonable accommodations, and other opportunities for 
improvement; and 

 
• Serving as the college liaison with Minnesota Management and Budget’s Office of 

Equal Opportunity & Diversity and enforcement agencies . 
 

C. Vice President of Human Resources and Organizational Development 
 

Responsibilities:  
The Vice President of Human Resources (VP of HR/OD) and Organizational 
Development is responsible for ensuring equitable and uniform administration of all 
personnel policies including taking action to remove barriers to equal employment 
opportunity with the college. 
 
Duties: 

 The duties of the VP of HR/OD include, but are not limited, to the following: 
 

• Provide leadership to HR staff and others ensuring adherence to procedures during 
personnel decision-making processes; 

 
• Ensure, to the extent possible, development and utilization of selection criteria that is 

objective, uniform, and job-related;  
 
• Ensure pre-hire review process is implemented and receives support from hiring 

managers and supervisors; 
 

• Ensure responsibility statements are included on all position descriptions and annual 
performance objectives;  

 
• Assist in recruitment and retention of protected class persons, and notify managers 

and supervisors of existing disparities; 
 

• Make available to the AAO and ADA Coordinator all necessary records and data 
necessary to perform duties. 

 
Accountability:  
The VP of HR/OD is accountable to the President. 

 
Responsibilities:  
Preparing the Search Committee 
 
The VP of HR/OD is responsible to ensure fair and equal treatment of all applicants and 
employees and for implementation of the college’s affirmative action program and 
policies. 
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Duties: 
The duties of the VP of HR/OD shall include, but not be limited to, the following: 
 
• Providing orientation to the chair and advisory committee.  

• Explain the role of the chair.  

• Expectations of the chair and committee members.  

• Oversee the search process.  

• Establish timeline with hiring official.  

• Extend training by Human Resources and EEO Designee.  
 

At the first committee meeting, the Vice President of Human Resources and 
 Organizational Development will:  

• Charge the committee by discussing the position as it relates to the department and 
division as a whole. Also, discuss the job criteria, including areas of emphasis and 
importance.  

• Assist the AAO in identifying and resolving problems and eliminating barriers which 
inhibit equal employment opportunity;  

 
• Review responsibility statements on position descriptions, including information on a 

positive and inclusive work environment; and 
 

• Invite EEO and the designated Human Resources representative to present an 
overview of the process as well as answer questions.  
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IV. Managing The Search Flowchart & Process Timeline Estimates 
 
Figure 1: Managing The Search Process Flowchart 

	  
  

Timeframes for Filling Various Positions 
 

The table below outlines the typical time frames for filling various positions through search 
procedures: 
 
POSITION  ADVERTISING TIME  SELECTION TIME  TIME FRAME FOR       TOTAL TIME 
           STARTING NEW 
                POSITION 
         
Directors      4-6 weeks    4-6 weeks   4-6 weeks  3-4 months 
Faculty      3-6 months    3-9 months   4-6 weeks  3-9 months 
Deans       4-8 weeks    1-3 months   1-6 months  3-8 months 
Vice Presidents  4-8 weeks    1-3 months   1-6 months  9-12 months 
Presidents      3 months    3-6 months   1-6 months  1 year 
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V. Preparing for the Interview Guidelines for Interview Questions 
 

The interview often takes a half-day to a full day, depending on the level of the position in 
question. For senior academic and administrative positions, a day and a half or two days may be 
needed. 
 
Two major factors must be taken into account in the scheduling of interviews: 
 
• First, most candidates for professional-level positions meet not only with the search committee, 
but also may visit with people with whom they would interact on campus if they were hired. 
Depending on the position, candidates might meet with the vice president’s or deans to whom 
they would ultimately report. Various customers, constituents, community leaders, and MSU-M 
partners might be included in interviews of faculty, department heads, and administrative 
positions.  
 
• Second, is the potential need for the Human Resources to arrange or provide meals and other 
college/community-wide social events, as well as transportation and lodging. The committee 
chair is usually the chief host, but HR will often seek volunteers or assign committee members to 
the task of hosting. As a host, a committee member may be responsible for picking a candidate 
up from the airport, taking him or her on a tour of the campus, having dinner with him or her, 
and answering questions about the position in question and the selection process.  
 
The committee chair may ask the hiring department to assist with the many administrative and 
logistical requirements. When on-campus interviews will involve meetings with many people 
and various meal and other functions, the search committee should send candidates and 
individuals responsible for escorting the candidate a schedule of events in advance. The schedule 
should note the names and titles of the individuals with whom the candidate will meet. 
 
When interacting with candidates: 
 

• Ask only for information that you intend to use to make a hiring decision. 

• Know how you will use the information to make that decision. 

• Recognize that the practice of seeking information that you do not use can be difficult to 

defend. 

• See Appendices section for suggested interview questions for both staff and faculty. 
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VI. Candidate Selection Process    
 
The employment interview is one of the most important steps in selecting new classified 
employees. The interview usually is the final step in the selection process after the initial 
screening has been developed and administered. It is the only time before the selection decision 
that the selecting official or Search Committee has direct personal contact with job applicants. 
Therefore, it is important that the interview be conducted in a responsible and consistent manner.  

Evaluating candidates for interview must be in accordance with the pre-determined selection 
criteria, considering only the information provided in the applications and avoiding any 
subjective assessment based on stereotyping or gut feel. It is essential at this stage to ensure that 
illegal discriminatory choices are avoided by using objective selection criteria. 

 
Sufficient records must be kept which explain how the shortlist was compiled.    

Note: The advisory committee may have to conduct more than one day of interviews to identify 
at least three candidates for recommendation to the President. 

Internal Employees  
The committee must treat internal and external candidates the same to avoid even the   
appearance of discrimination, favoritism or unfairness. Handling the applications and   
interviews of internal candidates is, however, a delicate matter. Dealing with the 
disappointments of such candidates often puts search committees in an awkward situation  
as the candidates may be friends of committee members. 
 
 
Search committees must evaluate internal candidates objectively. Whether the internal  
candidate has the right amount of experience and the appropriate credentials should    
be the test. The extent to which people find the internal candidate pleasing to work with  
should  not be the test.   
 
Should search committees conduct courtesy interviews of internal candidates who, because  
they are unqualified, have no chance of a job offer? 
 
• No. Such interviews falsely raise a person's expectations. Internal candidates should only 

 be interviewed if they meet job requirements. 
 
Should search committees check on the current performance of internal candidates? 
 
• Absolutely. Reference checking is required for screening of external candidates and 

 should be for screening of internal candidates. 
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When there are internal candidates for a position, the committee must take great care not to  
engage in a false search, that is, a search with a predetermined outcome. Such a search is   
both unethical and violates federal laws.  Unsuccessful internal applicants must be      
informed accordingly.  

 

Human Resources screen applicants based on the minimum requirements listed in the Vacancy 
Announcement. All applications received by the posted closing date are sorted into three 
categories: (1) Meets Minimum Qualifications, (2) Does Not Meet Minimum Qualifications. 
Only Meets Minimum Qualifications group is forwarded to the Search Committee/Hiring 
Manager.  The Vacancy Announcement and Position Description are used to develop a set of 
job-related, screening criteria with which to evaluate applications and/or resumes to rank the 
applications and determine which applicants forwarded to the committee.  

A review of the applicant’s education, training, and experience against this tool (See Appendix J 
– Rater Evaluation Form – Phase 1) is used to develop a final list of candidates to be 
interviewed. If an education, training, and experience standard are used to disqualify one or more 
classified applicants, all other applicants considered further must meet or exceed the established 
criteria. For example, if accounting experience were necessary for successful performance of job 
duties, applicants without accounting experience would not be interviewed. If this approach is 
used, however, all applicants selected for final interviews also must have accounting experience.  
The selection criteria used in this and subsequent applicant screenings must be identical to the 
duties, responsibilities and qualifications contained in the job description. Regardless of the 
method used, the following tests must be met. 

Objectivity: For a hiring decision to meet the test of objectivity, the criteria must be measurable 
in quantifiable terms as opposed to a subjective judgment. 
 
Job Relatedness:  
For a hiring decision to be job related, the criteria must have a direct relationship to the work to 
be performed. 
 
Consistent Application:  
For a hiring decision to be consistent, the criteria must be applied in the same manner to all 
applicants without regard to protected class status. 
 
Uniform Effect:  
For a hiring decision to be uniform, the criteria must have a uniform impact without regard to 
protected class status, and should not have a disproportionate effect on a particular protected 
class. 
 
After each application is screened, evaluated, and the applications are placed in rank order, a cut-
off point is established which produces a priority list of applicants to interview. 
 
Options include a ranking process and a less formal consensus method. Either approach is 
acceptable. However, the committee must keep clear and accurate notes on the process used.  
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If the department chooses to contact anyone from the list, the following two rules apply:  

1. The department does not have to interview everyone on the list. Instead, they can interview 
down to a certain score and cut the list off at that point.  

2. If the department chooses a cutoff point within the list to interview down to, they cannot 
make the cutoff point within a score, but must interview everyone with that score (i.e., if 
someone with a 90 is offered an interview, then everyone with a 90 and above must be 
contacted).  

 
Scoring - There are two basic approaches to scoring applicants:  

Consensus  

Using this method, the search team discusses applicant responses to each competency. Search 
Committee members discuss their views on how the competencies should be scored and 
interpretations of their observations during the interview.  

Individual Score  

Each panelist independently scores each applicant. The panel then averages the scores and 
assigns the result as the final scores.  Often these approaches could also be combined by first 
doing individual scoring by each committee member and then looking for consensus to arrive at 
group scores. 

Ranking the Candidates  
Ideally, candidates should be discussed and ranked by the Advisory Committee in order to 
determine which candidates should be brought on campus for interview and/or referred to the 
President for a final interview. For documentation purposes, each committee member will 
complete one of the candidate evaluation forms selected by the hiring official at the search 
process (See Appendix K – Candidate Evaluations.  These candidate evaluation and notes should 
be completed prior to the group discussion. During the group discussion, the Advisory 
Committee Chair should document and put the ranking into writing at that time. There are two 
reasons for ranking interview candidates in this way:  

1. It is an objective way of deciding who are the best candidates for the job. To 
interview several people for a position and make an appointment without the benefit of a 
ranking system would make the selection of interview pool too subjective.  

2. To protect against charges of discrimination. If an unhappy applicant who feels 
discriminated against challenges an appointment, documentation will be needed to back 
up the appointment. The best documentation to support an appointment is an objective 
reading of each applicant and candidate evaluation form from each member of the search 
committee.  
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VII. Appendices  
	  	  

APPENDICES INDEX 
 

A. South Central College Affirmative Action Policy Statement 

B. Americans With Disabilities Act of 1991 

C. Recommended Publications and Organizations for Advertising and Posting Jobs 

D. Ethics Statement 

E. Checklist for Advisory Committee Activities 

E1. Hiring Official & Advisory Committee Activities  

F. Sample & Acceptable Interview Questions 

G. Non-acceptable Interview Questions 

H. Recommendations to President Form 

I. Campus Invitation 

J. Rater Evaluator Sample  

K. New Hire Checklists 
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Appendix A - South Central College Affirmative Action Statement 
 
This statement reaffirms South Central College is committed to Minnesota’s statewide 
affirmative action efforts and providing equal employment opportunity to all employees and 
applicants for employment in accordance with equal opportunity and affirmative action laws.   
 
The College President has affirmed personal and official support of these policies, which provide 
that: 
 

• Discrimination against applicants or employees on the basis of race, color, creed, 
religion, national origin, sex, sexual orientation, disability, age, marital status, 
membership or activity in a local human rights commission, or status with regard to 
public assistance will not be tolerated.   
 

• South Central College is committed to the implementation of the affirmative action 
policies, programs, and procedures included in this plan to ensure that employment 
practices are free from discrimination.  Employment practices include but are not limited 
to, the following: hiring, promotion, demotion, transfer, recruitment or recruitment 
advertising, layoff, disciplinary action, termination, rates of pay or other forms of 
compensation, and selection for training, including apprenticeship.  We will provide 
reasonable accommodation to applicants and employees with disabilities.   
 

• South Central College will continue to actively promote a program of affirmative action, 
wherever minorities, women, and persons with disabilities are underrepresented in the 
workforce; and work to retain all qualified, talented employees, including protected 
group employees. 
 

• South Central College will evaluate its efforts, including those of its managers and 
supervisors in promoting equal opportunity and achieving affirmative action objectives 
contained herein.  In addition, the agency will expect all employees to perform their job 
duties in a manner that promotes equal opportunity for all. 

 
It is South Central College’s policy to provide an employment environment free of any form of 
discriminatory harassment as prohibited by federal, state, and local human rights laws.  I strongly 
encourage suggestions as to how we may improve.  We strive to provide equal employment 
opportunities and the best possible service to all Minnesotans. 
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Appendix B - Americans with Disabilities Act, 1991 

 
 The Americans with Disabilities Act of 1991 (ADA) makes it unlawful to discriminate in 

all employment practices including but not limited to the following: recruitment, hiring, 

promotion, training, lay-off, pay, firing, job assignments, leave and benefits. Additionally, the 

ADA prohibits an employer from retaliating against an applicant or employer for asserting his 

rights under the ADA. Therefore, our search process is subject to all federal, state, and local 

regulations. 

The ADA raises many questions for employers. Most significant are: Who is protected? 

What are essential functions of a job and how are they determined? What is a reasonable 

accommodation? What information can be legally sought and relied on at various stages of the 

search process? 

 In all cases, the ADA is not designed to interfere with an employer’s right to hire the 

best-qualified applicant. A person with a disability and or chronic medical condition 

(documented) must be qualified to perform the essential functions of a job with or without a 

reasonable accommodation. 
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Appendix C- Publications and Organizations for Advertising/Posting 
 

 
 
 
 
 
 
 
 
 
 
 
 

Type Rate Website
Philanthropy/Fundraising
Association of Fundraising Professionals $259 afpnet.org
Association for Healthcare Philanthropy $325 ahp.org
APRA free aprahome.org
CASE $260 case.org
Certified Fundraising Executives $150 cfre.org
Chronicle of Philanthropy $175 philanthropy.com
DotOrgJobs.com $40 dotorgjobs.com
VA Association of Fundraising Professionals $75 vafre.org
SupportingAdvancement.com free supportingadvancement.com
Philanthropy News Digest/Foundation Center free foundationcenter.org/pnd 
Higher Education
Academic Careers Online $195 academiccareers.com
Association of Academic Medical Centers $250 aamc.org
Chronicle of Higher Education $285 chronicle.com
HigherEdJobs.com $145 higheredjobs.com

National Association of Colleges and Employers 
$195/$225 non-
members) http://www.naceweb.org

InsideHigherEd.com $210 insidehighered.com
Job Boards
LinkedIn $195 www.linkedin.com
CareerBuilder.com $250 careerbuilder.com
CraigsList.com free charlottesville.craigslist.com
DailyProgress.com/Yahoo.com/Monster.com $250 dailyprogress.com
ExecSearches.com (non-profit site) $139 execsearches.com

TimesDispatch.com (inRich.com )
do not advertise here 
(contact Kelley Tobler if 
questions)

inRich.com

Nonprofit-jobs.org
same as 
execsearches.com

nonprofit-jobs.org

Washington Post (online) $400 www.washingtonpost.com

NY Times (online) $325 www.nytimes.com
Diversity Sites
Academic Diversity Search $150 academicdiversitysearch.com
American Indian Higher Education Job Board $80 http://www.tribalcollegejournal.org
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Black Collegian Online $75 http://www.tribalcollegejournal.org/
Diverse Issues in Higher Education $235 diverseeducation.com
HBCU Connect, LLC, Career Center $249 http://jobs.hbcuconnect.com/
Hispanic Association of Colleges and Universities 
(HACU) $150 http://www.hacu.net/ 

Hispanic Outlook in Higher Education $195 http://www.hispanicoutlook.com/
Insight Into Diversity $319 http://www.insightintodiversity.com
Minority Affairs, LLC $90 http://www.minorityaffairs.com
National Black MBA Association, Inc. (NBMBAA) $250 http://www.nbmbaa.org/ 
National Society of Hispanic MBAs (NSHMBA) $275 http://www.nshmba.org/ 
Saludo Hispanos $129 http://www.saludos.com/
The Journal of Blacks in Higher Education $150 jbhe.com
Women in Higher Education $210 wihe.com
WomensJobList.com free http://www.womensjoblist.com/
Public Affairs
www.publicaffairsjobs.blogpspot.com free www.publicaffairsjobs.blogspot.com
DMA $300 www.the-dma.org
AMA $300 www.marketingpower.com

Public Relations Society of America (PRSA) Jobcenter 
$250/$350 (non-
members)  http://www.prsa.org/JobCenter/

AMA (Cville chapter) free www.cville-ama.org/
Human Resources
CUPA $195 www.cupa.org
ACHRA free www.achra.org

SHRM

per line/character 
(44 characters/line - 
$22/line www.shrm.org

Other
National Association of Children's Hospitals and 
Related Institutions (NACHRI) $250 www.childrenshospitals.net/
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Appendix D- Ethics Statement 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Statement of Ethics for Search Committee Members 
 

As a member of the Search Committee, I pledge to adhere to the following: 
 

1. I have viewed and understand the mandatory videos:  Maintaining Confidentiality and 
Affirmative Action Training. 

2. I agree to disclose promptly to the committee any appearance of real or potential conflict 
of interest in a relationship between me and a prospect or candidate. 

3. Understanding that the decision I help to make will influence the institution for years to 
come, I agree to diligently review all candidate materials provided to me, and to be 
prepared to offer my informed opinions at the time and place determined by the Search 
Committee. 

4. I accept the responsibility, shared by my fellow committee members, to protect the 
integrity of the institution and all prospects and candidates.  I understand and agree that 
all information relating to the search; including papers, files, books, documents, 
electronic communications, verbal communications, or information communicated by 
any other form or format is and will remain confidential. 

5. I acknowledge that information management is a crucial component of the Search 
Committee’s  work.    This  work  includes  information  developed  and  received  about 
prospects, candidates, and their employing institutions.  I understand this effort is 
necessary to attract high-quality finalists, to avoid putting their current positions in 
jeopardy,  and  to  protect  my  institution’s  integrity.    Specifically,  I  will  adhere to the 
following principles: 

a. I will respect the absolute confidentiality of all prospects and candidates. 
b. I will not reveal the identity of or any work history or salary information about 

prospects and candidates before, during or after the Committee completes its 
work. 

c. Without prior authorization of the entire Search Committee, I will not make any 
personal inquiries seeking information or references on any prospect or candidate. 

d. I understand that only at the time that a candidate has been certified as a finalist is 
information about their candidacy public.  I also understand that even for finalists 
I will continue to refrain from discussion of candidate information, other than 
public information about interviews, and will refer inquiries to the Human 
Resources. 

6. I will place the best interests of the institution ahead of all special and personal interests 
and I will use common sense and good judgment in applying ethical principles to search 
work. 

7. I agree that the obligations described above exist both during the period that the Search 
Committee is active and at any and all times thereafter. 

 
Team Serving on:             
 
Signature:          Date:     
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Appendix E –Hiring Process Checklist (PRINTABLE) 

 

Hiring Process Checklist 

 
Obtain approval to recruit for and fill position with your departmental guidelines.  
Submit online position request form with current org. chart and all other applicable 
documents. 

 
Produce new Job Description or update old Job Description, as appropriate on new 
MnSCU Template. If position is sensitive and requires a background check or drivers 
license, state it in the job description (remember to add the Background 
Check/Drivers License Requirement description in comment section). 

 
Determine selection criteria. What are your Minimum requirements and Preferred 
qualifications? What are the things you need someone to know/be able to do that 
would make them minimally qualified for the job? What are some nice-to-have skills 
that will make an outstanding candidate rise to the top of the pool? 

 

If the job description is changing you must do the following: 
1. Strike out old language but leave in place; 
2. Insert new language and highlight in yellow. 
If position has changed more than 15%, a re-classification maybe required (speak 
with your HR Business Partner).  

 Contact your HR Business Partner for additional recruitment support, strategies, or 
targeted advertisement options. 

 HR sends email soliciting labor unions & community leaders volunteers on advisory 
committee(s). 

 Chair gathers, develops & sends standardized interview questions to HR 2 weeks 
prior to interviews and/or utilize approved questions on file in HR. 

 Review and evaluate all qualified candidate applications in search committee folder. 

 Determine applicants for interview and record interview information. 

 Arrange for interview space, contact applicants, and establish interviewing schedule. 

 Conduct interviews and determine top candidates to recommend to President. 
(Document interview results & forward all materials to HR.) 

 HR check references (varies by position).  

 HR Rep. obtain salary approval, if needed. Enter the expected offer and get it 
approved. Hiring Official provides preferred start date. 

 Offer position. Send letter to applicant confirming offer.  
VP of HR/OD can extend verbal to start process w/ potential start date. 

 
For a safety-sensitive position involving operation of a commercial motor vehicle, 
arrange a pre-employment drug and alcohol test for the successful applicant (see 
Appendix E, Drug and Alcohol Testing Information Summary). 

 If the position has been designated "sensitive", arrange a background check (see HR 
Rep.).  

 Notify interviewed applicants not selected. 

 Complete the recruitment process and hire the applicant through Employee Action 
Form and online onboarding forms. 

 Schedule HR Meeting with HR to complete New Employee Forms (see New Employee 
Checklist) 

 Schedule the employee for New Employee Orientation class and complete all 
required IT, MnSCU & any other access forms. 
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Appendix E1 –Hiring Official & Advisory Committee Activities  
 
Hiring Official and Advisory committee activities will vary from department to department, from 
position to position, and depending on the type of vacancy to be filled, even from search to 
search. The following checklist includes required aspects of searches as well as items, which 
may be appropriate for some searches but not all. The cabinet administrator rather than the 
advisory committee in some areas may do some activities listed below. Some of the activities 
may be done in a different order, and various areas may have additional activities such as input 
from other committees at various stages in the process.  
 
Vice President of HR/OD meets with the hiring official and advisory committee members 
to review the checklist, search process, forms, and answer any questions. 

Hiring Official and advisory committee members must have a clear understanding of the charge 
including: 

[ ] Cabinet administrator's vision for the position and the necessary qualifications; 

[ ] Scope of authority: what tasks and decisions will be the responsibility of the committee; 

[ ] General timelines for completion of advisory committee activities; 

[ ] Documentation requirements (see below Documenting the Search) 

VP of HR/OD conducts a ‘managing the search’ review session with the hiring official. 
Each hiring official should have a clear understanding of the following: 

[ ] The college's profile in terms of women, total minorities, individuals with disabilities, and  
      veterans, including: 
 

• Current representation of members of these groups on the department's faculty; 
• Availability of members of these groups; 
• Dept. hiring goals, if any. 
 

[ ] The hiring official should be provided with a copy of the materials and forms the committee  
     members and committee chair must complete as part of the search process. (Candidate  
     Evaluation form, Recommendations to President form)  This material is made available to the  
     President prior to her interviewing the candidates. 
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Hiring Official commences activities 

[ ] Submit the Approved Position Request form including the position advertisement and position  
     description. 
 
[ ] Elect an advisory committee chairperson and delineate his/her responsibilities. 

• All committee correspondence should be in the name of the advisory committee 
chairperson. 

 
[ ] Rewrite position description based on HR feedback, making sure it is not so restrictive as to  
     needlessly limit the pool of applicants. 
 
[ ] Revise position advertisement, resubmit position description, and determine the application  
     due date in consultation with HR. 
 
[ ] Establish a search plan including all the strategies which will be followed in locating and  
      contacting potential applicants. 
 
After position is approved HR will:   

 [ ] Advertise the position and conduct all the other search and recruiting activities. 

[ ] Set deadlines for close of nominations, close of application, screenings, interviews, and final  
     selection. 
 
[ ] Set a schedule of advisory committee meeting times and places in consultation with hiring  
     official and/or advisory chair. 
 
 [ ] HR establishes the procedures the committee will follow, including: 

• What constitutes a quorum and what is the penalty for missing an excessive number 
of meetings 

• Who maintains the records of search proceedings, and how and where will they be 
kept during the search process 

• Where applications and search documentation will be kept 
• How incomplete applications will be handled 
• How screening decisions will be documented 
• How reference checks will be handled 
• How information received by telephone will be documented 
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[ ] HR writes sample correspondence to be used in the various phases of the search.  A Letter… 

• soliciting nominations 
• acknowledging nominations 
• soliciting application 
• detailing materials applicant should submit (if not included in advertisement) 
• acknowledging receipt of applicant's materials 
• informing those who do not meet minimal qualifications 
• requesting a reference, or list of questions for telephone interviews of references 
• informing those not on the final candidate list 
• with further information for final candidates 
• informing those on the final candidate list who are not selected 

 
[ ] HR establishes written job-related criteria for evaluation and selection of candidates, being  
     certain to include the ability of a candidate to add intellectual diversity and cultural richness  
     to a department. Determine the number of screenings, which will be performed, and the  
     specific criteria for each level of screening. Typically the first screening, for example, will be  
     for minimal qualifications such as highest degree and qualifications based on the job posting.  
     Determine at which level references will be checked.   HR will solicit questions from the  
     committee members for potential inclusion during the interview process. 
 
[ ] Develop plans for the campus visit, 

• Write a patterned interview for final candidates (Review the questions you may and 
may not ask.). 

• Establish the activities to be included in final candidates' campus visit. 
 
 [ ] Send letter acknowledging receipt of materials to applicants, along with a description of the  
      search process and timeline, and descriptive material about your department. 
 
[ ] Evaluate candidates holistically in terms of the academic and affirmative action needs of your  
    department, using the job-related criteria and procedures established previously by the  
    advisory committee. 
 
[ ] Follow the screening procedures established previously by the committee. After each  
     screening, give the HR Rep. a list of those to be dropped from further screening. Provide  
     numerical summaries of 1) all those who will be off the list, and 2) those remaining on the  
     list. Maintain documentation of reasons for dropping applicants from further screening. 
 
[ ] Send interview questions to HR 2 weeks prior for approval (Note: review Resources F & G  
     for questions you may and may not ask at interviews). 
 
[ ] Identify individuals you wish candidates to meet who are not on the advisory committee. 
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 [ ] HR will check applicants' references.  Advisory Committee members should not conduct any   
      reference checks on applicants using social media, search engines, or any other types for   
      evaluation. 
 
[ ] Select final (on-campus interview) candidates and maintain documentation supporting the  
     selection. 
 
[ ] Identify the final candidates for recommendation to the President. 

[ ] Select an individual to work with HR on travel arrangements and itinerary for candidates who  
     are to visit the campus. 
 
After the final candidate pool has been approved: 

[ ] Send letters to candidates who do not meet minimal criteria. 

[ ] Finalize plans for the campus visits. 

[ ] Send finalists additional printed information on the department and college. 

[ ] Conduct patterned interviews for all final candidates. 

[ ] If possible, have candidates teach a class or present a seminar. 

[ ] Candidates for administration should be scheduled for forums. 

[ ] Candidates are interviewed by the President and cabinet administrator. 

[ ] HR will make available and/or present President with the following: 

• A listing of final candidates 
• A resume or curriculum vitae for each final candidate 
• Advisory committee's evaluation of final candidates ~ assessments made by 

individuals and/or groups who interviewed the final candidates 
 

• For each applicant who is not on the final candidate list, specific job-related reason(s) 
along with supporting documentation 

• Applicant files including letter of application/nomination, curriculum vitae, reference 
letters, etc. 

! A file of the advisory committees procedures including copies of sample letters, 
screening criteria, core questions asked in the interview, meeting minutes if kept, etc. 

 
HR sends letter of offer and secures a letter from the selected candidate that he or she accepts the 
position. If the preferred candidate rejects the offer, HR consults with the department to offers 
the position to the next final candidate denoted in file, and so on. If none of the final candidates 
accept the job, the advisory committee goes back to the applicants who met the minimum criteria 
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and determines whether a new list of final candidates can be selected. If so, the final candidate 
list must again be approved and the process continues from there. If not, the President may 
declare a failed search and start the process all over again. 

After a candidate has accepted the position: 

 [ ] Notify the remaining applicants who were not on the final candidate list. 

[ ] Notify the final candidates who were not selected. 

[ ] Be prepared to offer assistance for a spouse desiring employment. 

[ ] Send informational material on the Greater Mankato area provided by local realty firms, 
Chamber of Commerce and community organizations. 

[ ] Maintain records of the search process for three years after the date of appointment. These  
     records include all the materials provided by the advisory committee with their final  
     evaluations of final candidates.  
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Appendix F- Sample & Acceptable Interview Questions  
 

Situational Types of Questions to Ask During an Interview 
Project Management:  

• If you were assigned a project to work on with others and you knew some of the others did not get along, 
what would you do?  

• If you were assigned a project to work on that you did not have all the expertise for, how would you 
respond?  

Crisis Management:  
• If a person came up to you and threatened your safety, what would you do?  
• If you witnessed a person verbally or physically threatening another person, what would you do?  
• You are approached by an irate student or parent. What do you do?  

Problem Solving:  
• It is Monday morning. You have set aside time in your schedule to prepare for an important meeting. As 

you come in, you see a team member waiting for you and she is crying. In addition, you are informed that 
the Vice President wants to introduce you to a potential new employee in 15 minutes. What would you do?  

Coaching:  
• You have an employee you supervise that is constantly late. It is frustrating to others in the work unit who 

show up on time. What are you going to do?  
• You have a student/employee who is surfing the internet during work time. What would you do?  
• You have an employee who is not meeting overall performance expectations, how would you handle that 

situation?  
Coordination:  

• You have been given a new assignment to coordinate work with several departments. What steps would 
you take and why?  

• You have been asked to coordinate a student activity event that involves 100+ students in attendance each 
week. What steps would you take and why?  

Interpersonal Skills:  
• You are on the phone with the Vice President who is yelling at you in frustration. What do you do?  
• You see two people in the hallway having a heated argument. It is obviously disturbing to others around 

them. What do you do?  
Financial Planning:  

• You are a new department chair responsible for a budget of $10,000 per year. When you start your job you 
realize your department has been over-budget the last three years. What would you do to deal with this?  

• You have been asked by your Vice President to prepare a budget plan for the next five years. How would 
you approach this request?  

Customer Communication:  
• You work in the Registrar’s Office and are approached by a student who is irate because s/he is unable to 

graduate. How do you respond?  
• You answer phones for the First Year Experience office to schedule an orientation session and there are no 

available times that meet the student/parent schedules. How do you respond?  
• During a campus visit with a student and family members, you learn that the parents have a negative view 

about South Central College. How would you handle this conversation?  
Self Development:  

• You supervise a team of employees. You realize that some of them lack essential skills to perform their 
duties. What do you do?  

Teaching:  
• You are in the middle of teaching a class. The class next door becomes extremely loud and disruptive. Your 

students cannot hear you. What do you do?  
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• You have taken over a course from another instructor. You learn that past students have been very 
dissatisfied with the class. What do you do in response?  

• You receive feedback from the Department Chair Dean that students have complained about not being able 
to follow or understand the information you share in class. How do you respond?  

Ethics:  
• You have been asked to “break the rules” and get the job done. What do you do?  
• You are in a situation where you do not have enough work to keep you busy. What do you do?  

Time Management:  
• You have been assigned far too many projects to complete for the week. How do you deal with this? 

 
Behavior Types of Questions to Ask During an Interview 

Project Management:  
• Describe a project you worked on that did not work and your thoughts on why this was. What role did you 

play in the project?  
• Tell me about a goal or priority that you had to set. What did you consider in establishing the goal?  
• Describe a project that you worked on that went well and was completed on time. What contributed to 

this? And, what was your role?  
Crisis Management:  

• Provide an example of a time when you took immediate action when faced with an emergency. What was 
the outcome? What would you do different next time, if needed?  

• Describe a time when you made a contingency plan. What options did you consider?  
• Describe a time when you were faced with an emergency and you did not respond well.  

Problem Solving:  
• Describe a recent problem you have faced in your position and how you resolved it.  
• Describe a time when you had a problem which you did not have either the resources or the authority to 

resolve. What did you do to resolve the situation and what was the outcome?  
• Provide an example of a time when you worked as a member of a group or team and had to problem solve. 

How did it work? What was your role? What was the outcome?  
Coaching:  

• Tell me about an employee (or student) that was not meeting your expectations and how you dealt with the 
problem. Outcome?  

• Describe a time when you knew of an employee whose personal problems were impacting their job and 
the workplace. How did you respond? What was the outcome?  

Coordination:  
• Describe a time when you coordinated the activities of your department or organization with another 

department or organization. What was your role? Outcome?  
• Provide an example of a time when you were asked to coordinate a project that involved multiple 

participants. Your role? Outcome?  
Interpersonal Skills:  

• Describe a time when you had to deal with an irate student or parent. How did you handle the situation and 
what was the final outcome?  

• Describe a time when someone provided criticism of your work or constructive feedback. How did you 
respond to that feedback?  

• Describe a time when you disagreed with your supervisor on an issue. How did you handle that situation 
and what was the outcome?  

Financial Planning:  
• Provide an example of a time when you went over budget.  
• Describe how you have monitored or controlled a budget.  
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• Describe a time when you were responsible for cash intake for an event. Did you coordinate or manage it?  

Customer Communication:  
• Describe a time where you were working with a diverse customer base and what you did to meet their 

differing needs adequately.  
• Provide an example of a time when you handled a difficult customer. What was your role? Outcome? 

Self-Development:  
• Provide an example of a time when you had an opportunity to increase your knowledge of the 

organization.  
• Describe a time when you determined that your skills in a particular work area were below what you 

considered appropriate.  
• Describe some of the things you have done to increase your expertise in your field.  

Teaching:  
• Tell me about steps you have taken to insure that students are learning the outcomes from your courses.  
• Tell me how you have handled difficult students in the classroom.  
• Tell me about a time when your class was disrupted. How did you handle the situation and if needed, what 

might you do different next time?  
Ethics:  

• Tell me about a time where you were asked to do something you disagreed with and how you handled that 
request.  

• Tell me about a time when you believed what you were asked to do was unethical.  
• Tell me about a time you had to make a difficult choice regarding whether to perform a specific 

assignment.  
Time Management:  

• Tell me about a time when you had far too many tasks to complete in one week, and what you did to 
prioritize.  

• Tell me about a time when you did not have enough work to keep you busy and what you did.  
 
 

General Types of Questions to Ask During an Interview 
General:  

• Share with us why are you interested in working at South Central College?  
• If offered the position, where would you see needing the most help or training to do the job?  
• What interests you most about our position? Least?  
• Describe your experience working with diverse audiences and how you worked to respond to their 

differing needs.  
Goals:  

• What is your personal outlook for your future?  
• What is the ideal job for you?  
• What are you looking for in a job?  
• What do you dislike about some jobs?  

Former Positions:  
• Tell me about your past job(s).  
• Share with us why you would want to leave your current position or why you left your past job?  
• What would a past supervisor say is one of your strengths? Areas for improvement?  
• What has frustrated you most in your past job functions?  
• Describe what has been your job profession?  
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Relationships:  
• How did your past supervisor work with you and how would you prefer a supervisor to work with you?  
• How have you been or how do you prefer to be recognized for your good work?  
• Please describe how you would prefer to work with co-workers.  
• When do you find it difficult to work with others? Share an example of how you worked through such a 

situation.  
Personal:  

• What is a personal strength others use to describe you?  
• What motivates you?  
• When and why are you successful? Or, describe what success means to you in a job?  

 
Sample Diversity Interview Questions 

 

• Please describe your understanding of diversity and your experience working with diverse populations.  
• Many of our students and colleagues are multi-generational, and racially and ethnically diverse. How 

would you address these complexities in your day to day work?  
• In what ways has your commitment to diversity been demonstrated in your work experience?  
• How have you supported strengthening diversity in your prior roles, and how would you proceed in 

our organization? Please provide examples that would speak to your commitment to fostering gender, 
racial, or ethnic equity and diversity.  

• Please address your professional and personal experiences working with diverse populations or 
cultures.  

• How have you demonstrated your commitment to affirmative action in staffing and operations?  
• In what ways has your commitment to diversity been demonstrated in your work experience?  
• What is your definition of Diversity? 
• Describe all the ways we are similar and different. 

 
For Staff 
1. Tell us a little more about your professional experiences, particularly those not mentioned on 

your resume. 

2. Why are you interested in leaving your current assignment and why do you feel that this 

assignment would be better for you? 

3. Do you feel this position is a promotion, a lateral move, a broadening of your professional 

experience, or just a change? Why do you think so? 

4. How does this position fit into your overall career goals? 

5. Describe the duties of your current job. 

6. What do you dislike most about your current job? 

7. What is your favorite part of your current job and why is it your favorite part? 

8. What are the three college courses that best prepared you for your current job? 

9. What qualities or experiences make you the best candidate for this position? 
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10. Describe two or three major trends in your profession today. 

11. On the basis of the information you have received so far, what do you see as the major 

challenges of this position and how would you meet them? 

12. Describe a situation in which you did "all the right things" and were still unsuccessful. What 

did you learn from the experience? 

13. Discuss the committees on which you have served and the impact of these committees on the 

organization where you currently work. 

14. Why did you choose this profession/field? 

15. What new skills have you learned over the past year? 

16. Think about an instance when you were given an assignment that you thought you would not 

be able to complete. How did you accomplish the assignment? 

17. Have you ever had a great idea but been told that you could not implement it? 

How did you react? What did you do? 

18. Describe the best boss and the worst boss you have ever had. 

19. Describe your ideal job. 

20. What would your coworkers or your supervisor say about you? 

21. Can you describe how you go about solving problems? Please give us some examples. 

22. What is the biggest conflict you have ever been involved in at work? How did you handle 

that situation? 

23. What new programs or services would you start if offered the position? 

24. Please share with us your philosophy about customer service in an academic environment 

and give us some examples of service that would illustrate your views. 

25. Tell us how you would learn your new job in the absence of a formal training program. 

26. How would you characterize your level of computer literacy? What are some of the programs 

and applications with which you are familiar? 

27. Think about a coworker from the present or past whom you admire. Why? 

28. What are the characteristics that you prize most in an employee? What behaviors or 

characteristics do you find intolerable? 

29. Can you share with us your ideas about professional development? 

30. Describe some basic steps that you would take in implementing a new program? 

31. What are one or two of your proudest professional accomplishments? 
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32. Do you have any knowledge of the unique role of a research university? 

33. How do you feel about diversity in the workplace? Give us some examples of your efforts to 

promote diversity. 

34. Tell us how you go about organizing your work. Also, describe any experience you have had 

with computers or other tools as they relate to organization. 

35. Please tell us what you think are the most important elements of a good service. 

36. Describe your volunteer experiences in community-based organizations. 

37. What professional associations do you belong to and how involved in them are you? 

38. Tell us about your preferred work environment. 

39. What experiences or skills will help you manage projects? 

40. Tell us how you would use technology in your day-to-day job. 

41. In what professional development activities have you been involved over the past few years? 

42. What volunteer or social activities have helped you develop professional skills? 

43. What things have you done on your own initiative to help you prepare for your next job? 

44. Do you have any concerns that would make you have reservations about accepting this 

position if it were offered to you? 

45. What do you think uniquely qualifies you for this position? 

46. Do you have any additional information that you would like to share? 

47. Do you have any questions for us? 

 

For Faculty 

1. Describe your teaching style. 

2. Describe your teaching philosophy. 

3. What technology applications have you utilized in the classroom? 

4. How do you engage students, particularly in a course for non-majors 5. Share your ideas about 

professional development. 

6. In your opinion, how should the workload of a faculty member be split and into what areas? 

7. What changes have you brought to the teaching of (name of field)? 

8. How would you go about being an advocate and resource for the use of technology in the 

teaching and learning process? 

9. What courses have you created or proposed in the past five years? 
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10. What do you think are the most important attributes of a good instructor? 

11. Where would this position fit into your career development goals? 

12. How do you define good teaching? 

13. What do you think are your greatest strengths as an instructor? In which areas do you feel 

you can use some further development? 

14. How do you feel your teaching style can serve our student population? 

15. In what professional development activities have you been involved over the past few years? 

16. What pedagogical changes do you see on the horizon in your discipline? 

17. How would your background and experiences strengthen this academic department? 

18. How do you adjust your style to the less motivated or under-prepared student? 

19. Have you involved your students in your research? 

20. What are your current research interests? 

21. What is the next scholarly project you will undertake? 

22. Can you describe your scholarship in terms a layperson? 

 

Appendix G – Non-Acceptable Interview Questions With Alternatives 
You cannot ask any question during an interview that relate to an applicant's race, color, religion, 

age, gender, national origin, or disability. In some states, inquiries about a candidate's sexual 

orientation are illegal. The following questions are merely a few of the questions that should not 

be asked: 

1. Are you a U.S. citizen? 

2. Where were you born? 

3. What is your birth date? 

4. How old are you? 

5. Do you have a disability? 

6. Are you married? 

7. What is your spouse's name? 

8. What is your maiden name? 

9. Do you have any children? 

10. Do you have childcare arrangements? 

11. What is your race or ethnic origin? 
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12. Which church do you attend? What is your religion? 

The following questions should be asked only when there is a bona fide, job-specific reason to 

ask them. If asked of one candidate, they should be asked of all candidates for the same position. 

 

Acceptable Alternative Questions 

1. Do you have any responsibilities that conflict with the job's attendance or travel requirements? 

2. Are you able to work in the United States on an unrestricted basis? 

3. Are you able to perform the duties on the job description with or without reasonable 

accommodations? 

4. If hired, can you provide proof of your eligibility to work in the United States? 

5. Do you have any conflicts that would prevent you from working the schedule discussed? 

6. What languages do you speak or write fluently? 

7. Have you worked under any other professional name or nickname? 

6. Do you have any relatives currently working for this institution? 

9. Would you have any problem working overtime, if required? 

10. Would anything prohibit you from making a long-term commitment to the position and 
South Central College? 
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Recommendations to President 
(Complete this form and return it to Human Resources). 

Position Title    Hiring Official  
 Job number   Ext.  
Department                                                            CREDENTIAL FIELD:                                      (IF APPLICABLE) 
 
Instructions: This information is required for all interviews conducted.  After interviews are 
conducted, the search chair in consultation with the committee will forward (3) qualified 
candidates (finalist) to the President for consideration.  The search chair should insert names on 
form, place in envelope, and give to the Human Resources Representative/AA Officer. 
 
Committee Comments   
(1) Candidate qualified and strongly 
recommended for position. 
 
(3) Candidate qualified but requires 
professional development and mentoring 
support. 

(2) Candidate qualified w/ mentor support.     

  
Committee recommendations to President 
NAME INTERVIEW 

DATE 
ACTION CODE 

   

   

   

   

   

 
      
Signature of Human Resources       Date:       

 
 
 

Appendix H- Recommendations to President 
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Appendix I – Campus Invitation  
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Appendix J – Rater Evaluation Form– Phase 1 
 

 

Page 1

Sample Advisory Committee Evaluation FormSample Advisory Committee Evaluation FormSample Advisory Committee Evaluation FormSample Advisory Committee Evaluation Form

Please  use  this  form  as  a  guide  to  evaluate  the  applicant's  qualifications  for  employment  based  on  the  position  
description.  (See  position  description  in  folder).  Check  the  appropriate  numeric  value  and  provide  comments  in  the  space  
below.  IMPORTANT:  An  evaluation  must  be  submitted  for  each  applicant  in  the  folder.  Please  contact  a  HR  
Representative  if  you  have  questions.  

Search Committee Member Name:

  

Applicant Name:

  

Relevant Work Experience - Based on Principle Responsibilities Listed in this Category, 

Candidate has... 

    Administered and provided overall leadership and supervision of a student affairs 

departments.

Relevant Work Experience - Based on Principle Responsibilities Listed in this Category, 

Candidate has... 

    Provided leadership and managed responsibilities representing the issues and 

concerns of Student Affairs as a  

        member of the College management team.

Relevant Work Experience - Based on Principle Responsibilities Listed in this Category, 

Candidate has... 

    Represented a College and Student Affairs in professional capacity. *

Meets Preferred Qualification:  Doctoral Degree

Meets Preferred Qualification:  Experience in unionized college or university

  

Extensive  exposure/experience  (2  pts.) Some  exposure/experience  (1  pt.) Very  limited  exposure/experience  (0  pts.)

����� ����� �����

Extensive  exposure/experience  (2  pts.) Some  exposure/experience  (1  pt.) Very  limited  exposure/experience  (0  pts.)

����� ����� �����

Extensive  exposure/experience  (2  pts.) Some  exposure/experience  (1  pt.) Very  limited  exposure/experience  (0  pts.)

����� ����� �����

Agree Disagree

����� �����

Agree Disagree

����� �����
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Appendix K – Candidate Evaluation Forms 

 

The hiring official will select an evaluation from the forms listed below for utilization during the 
search process.  The hiring official will request each person who interviewed the candidate to 
submit written feedback on the candidate. A Candidate Evaluation Form is a very helpful tool to 
use. It enables you to identify and weigh the most important areas of the position and allow those 
who are participating in the interview process to assess the individual’s qualifications and 
provide side-by-side comparisons of candidates. 

This type of written comparison is useful in not only documenting the rationale behind your 
hiring decisions, but also in looking past your immediate impressions during the interview 
process. Remember, you are charged with hiring the best-qualified candidate. 

Any form below may be customized for your specific position, but must be approved by the 
Vice President of Human Resources and Organizational Development two weeks prior to the 
interview.   

1.  Candidate Evaluation – Example 1 
2.  Candidate Evaluation – Example 2 
3.  Candidate Evaluation – Example 3 
4.           Candidate Evaluation – Example 4 
5.  Candidate Evaluation – Example 5  (HR Computer & On-line Form) 

 
Important: All notes and documentation from the interview must be given to Human Resources 
for retention in the search files for three years following the start date of the new hire. The notes, 
comparison spreadsheets, and candidate evaluation forms that support the hiring decision are 
your best defense in case of a lawsuit or legal action as a result of a personnel action. The burden 
of proof would be on South Central College, you, as the hiring official, to prove that our hiring 
decision was made based on bonafide occupational qualifications and not discriminatory 
information. It is important that we maintain all interview documentation, especially on the 
actual hire. 
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CANDIDATE EVALUATION 1 
 
Position:                
Name:    
Date of Interview:    
Interviewed by:   
 
Please assist in evaluating this candidate for the above position. 
 
When responding to the following questions consider: 
 
(Rank from 1 – 5, with 1 being the lowest and 5 being the highest) 
 
Characteristics 1 2 3 4 5 

Reason for applying for this position      

Depth and breadth of previous similar experience      

Highly effective interpersonal/communication skills      

Ability to work independently and as part of a team      

Quality of questions and answers      

 
What do you perceive this candidate’s strengths and strongest skills to be in regard to this position? 
 
 
 
 
What do you perceive this candidate’s weaknesses to be in regard to this position? 
 
 
 
 
How would this candidate interact with the department and different constituency groups around the College?  
Reflect back to AI response. 
 
 
 
 
What is the one characteristic that the advisory committee and/or President should consider about this candidate? 
 
 
 
My overall assessment of this candidate’s ability in this position is: 
 
         1                        2                    3                        4                  5  
 Unsuccessful              Average                     Highly Successful 
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CANDIDATE EVALUATION 2 

 
Position:_____________________________________________ 
Name:________________________________________________ 
Interviewed by:_____________________________________ 
Date:__________________________________________ 
 
Please assist in evaluating this candidate for the above position.  When you have completed your 
interview, return this form within two days to Office of Equity & Diversity.  Remember to reflect 
back on AI response to assist in answering these questions. 
 
Technical Knowledge: 
Based upon the candidate’s work-related experience, how successful would s/he be in handling 
the day-to-day operations of his/her job responsibilities as expressed in the job description? 
 
 
 
 
Teamwork: 
What skills or qualities does this candidate seem to possess that would make him/her successful 
in dealing effectively with co-workers, senior managers, and external associates? 
 
 
 
 
Ability to Learn: 
How effective would this candidate be at assimilating and applying new job-related information 
in a timely manner? 
 
 
 
 
Adaptability: 
How well would this candidate be able to maintain his/her level of effectiveness in varying 
environments with changing job directives, responsibilities, and people? 
 
 
 
Tolerance for Demands: 
How effective would this candidate be at maintaining stable job performances under pressure 
(such as handling deadlines, job ambiguity, and opposition)? 
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Motivational Fit: 
How satisfied would this person be with our organization’s mode of operation and culture?  Is it 
consistent with the candidate’s previous work environments and experiences?  
 
 
 
 
 
 
 
Work Standards: 
 
Strengths:     
 
 
 
 
Weaknesses: 
 
 
 
 
Key Observations:  (list supportive comments / observations) 
 
Listening Skills - 
 
Ability to Build Rapport – 
 
Resourcefulness -  
 
Professional Demeanor - 
 
 
 
Please circle the appropriate rating listed below as it relates to your evaluation of this candidate: 
 
 
1   2  3   4  5 
Poor         Acceptable     Excellent 
Candidate        Candidate     Candidate 
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Candidate Evaluation 3 

 
 
Candidate Name: 
Committee Member Name: 
 
 
 
Technical Qualifications/Experience: 
(Overall understanding and practical application) 
 
Strengths: 
 
 
 
Concerns: 
 
 
Communication Skills/Interpersonal Skills/Collaboration: 
(Clarity of ideas, direct answers, personal presentation, working with others – peers, management, team) 
 
Strengths: 
 
 
Concerns: 
 
 
Leadership: 
(Teambuilding, volunteer, supervisory, organizational, management)  
 
Strengths: 
 
 
Concerns: 
 
 
AI Culture with the College: 
(Interest in SCC., motivation to work here, ability to work with the department) 
 
Strengths: 
 
 
Concerns: 
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CANDIDATE RATING FORM 4 

 
Please rate each candidate using the following scale: 5= Exceptional 
        4= Above Average 
        3= Average 
        2= Below Average 
        1= Unacceptable 
        N/A 

 
Candidate Name:      Position:  
Relevant Work Experience/ Qualifications: 

! Experience closing major gifts (level = $__________) 
! Experience with strategic planning 
! Knowledge of and ability to discuss (area of responsibility) 
! Has a successful trajectory and stable work experience 

 

Rating: 
________ 
________ 
________ 
________ 

Communication Skills: 
! Interpersonal skills 
! Quality of answers and questions 
! Ability to interact with a wide diversity of individuals 

Rating: 
________ 
________ 
________ 

Motivation: 
! Interest in South Central College 
! Position alignment/fit with career growth 
! Reason for applying  
! Has demonstrated career accomplishment and strengths 

Rating: 
________ 
________ 
________ 
________ 
 

Teamwork: 
! Ability to work effectively in a complex/decentralized 

environment 
! Ability and willingness to lead and support 
! Ability to collaborate 
! Ability to work in our new AI Culture 

Rating: 
________ 
________ 
________ 
________ 
 

Comments: 
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 CANDIDATE RATING FORM 5 – HR Computer & Online Form 

 

Candidate Name Interviewer

Position Title Date

Applicant Rating Priority Rating
5 5
4
3 3
2
1 1

Rating  x  Priority  = Total

Relevant Work Experience/Qualifications 0 0
Does the candidate meet the qualifications?
Relevancy of experience?
Does the candidate meet the preferred qualifications?
Depth and breadth of previous experience?
Reason for applying for this job.

Management Style (if this position is a supervisor) 0 0
Does candidate's management style match with Department's philosophy?
Expereince managing in a complex environment?

Communication Skills 0 0
Does candidate exhibit excellent interpersonal skills?
Ability to interact with diverse groups of individuals?
Ability to develop relationships?
Ability to articulate answers well? How did they respond to AI question?

Motivation 0 0
Reason candidate is interested in this position/South Central College?
Evidence of career goals and match for position?
Major accomplishments during career that demonstrates strengths.

Teamwork 0 0
Relevance of previous team projects?
How did they contribute to the success of these projects?

TOTAL SCORE 0

Relevant Comments

Rating Instructions
Assign a rating for each question below and a priority rating for each category.  The priority rating allows weighting of factors 
that may be more important depending on the job. A Total Score is derived by adding the total number of points scored. Fill 
in only the white blanks - blue totals will be auto-calculated.

= Exceptional
= Above Average
= Average
= Below Average/Limited
= Unacceptable/No Demonstration

= Critical

= Normal

= Low

Candidate Rating Form


