	ALL search committees are REQUIRED to follow this HIRING CHECKLIST.

It is the responsibility of the search committee Chair to fully understand the screening and hiring processes.

	Phase 1 (Preparation)

	_____
	Make an appointment with Human Resource Director to discuss open position and review necessary documents.  The Employee Requisition Form, Positional Analysis and possible position appointment are discussed during this meeting.  

	_____
	Supervisor completes Employee Requisition Form (ERF) and Position Analysis (PA) and submits to Vice-President and President for approval.  

	_____
_____
	Vice-President and President approves the ERF and form is submitted to Human Resources office.  

Upon Human Resources receiving the approved ERF, Human Resources office will advertise the job as requested (External Posting and Internal Postings)  


	Phase 2 (Screening/Selection)
_____       All applications will be received and processed in the HR Office.  The day following the application deadline, all 

                  Complete applications will be forwarded to the Chair.  The chair and HR Director will schedule a meeting to review all 
                  Complete applications.    If the chair would like to review the applicants prior to closing, please make an appointment with 
                  HR Director.  

	_____

	If a sufficient pool of applicants is available, HR will remove posting from the website.  If the is not a sufficient pool of applicants, the chair and the HR Director will discuss how to move forward.   

	_____
	HR Director or her designee and committee chair develops Applicant Paper Review.     

	
	

	_____
	The HR Director or her designee will conduct reference checks and notify the screening committee of the results of all reference checks


	Phase 3 (Interview)

	_____
	Search committee chair and/or committee develops interview questions.  It is not required that every candidate be asked the same questions.  It is, however, required that any question be approved by the Director of Human Resources.

	_____
	Director of Human Resources or her designee shall notify each applicant selected and set up an interview time convenient to the applicant and screening committee.  

	
	

	_____

	External candidates will need to be scheduled to have an appointment with the HR Office either before or after the committee interview.  At the appointment, employment benefits will be explained to the candidate.  

	_____
_____
_____
	Search committee conducts interviews, upon the completion of the interview process, each committee member will rank each applicant in the order of preference.  The applicant who receives the lowest score is presumed to be the best candidate for the position.  However, the screening committee may recommend rejection of any or all applicants.  The chair shall submit its recommendation to the Director of Human Resources, who shall submit the recommendation to the VP and President along with a salary recommendation.  If the VP and President reject the recommendations of the screening committee, the hiring process shall recommence.  

Search committee chair turns in all documentation of search, including reference checks, rating forms, notes, etc. from all committee members.
Employment of persons for Exempt personnel positions shall require approval by the President and the Board of Trustees.  Employment for persons for Non-exempt Personnel positions shall require approval by the president or his or her administrative designee.  

a. President shall authorize supervisor to extend an offer of contingent employment (subject to the approval of the Board of Trustees and a satisfactory background check) for an Exempt personnel position
b. The President or his or her administrative designee shall authorize the immediate supervisor to extend a contingent offer of employment for a Non-exempt position.  



	Phase 4 

	
	

	_____

	HR is notified of offer and acceptance.  HR processes background check.  Upon completion of the background, HR will notify the Chair of its status.

	_____
	The Chair completes a Personnel Action Form (PAF) immediately following the acceptance of the final job offer.  

	_____
	Continue with the Onboarding Procedures

 

	
	*A new employee cannot begin work without a satisfactory background check and completion of employment paperwork!  


____________________________________________________



Search Committee Chair Signature






____________________________________________________

Date Checklist completed and turned into HR

