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SEARCH & SCREEN GUIDELINES

I. INTRODUCTION

The information contained in this document is offered for guidance and for informational purposes only and does not modify, supplement or contradict established official policies and procedures of Western Kentucky University.

Western Kentucky University (WKU) is committed to developing an institution where the representation of minorities, women and members of other protected classes in the WKU workforce is reflective of the community at large. Access, Inclusion, Diversity and Equity (A.I.D.E.) are objectives consistent with the university’s commitment to diversity, equal opportunity and affirmative action. Likewise, the university is committed to fair treatment of all applicants and employees regardless of their sex, sexual orientation, race, religion, marital status, national origin, veteran’s status, age, disability or ethnicity.

As stated in WKU’s Diversity Statement, “Embracing diversity is an essential component to maintaining the university’s efforts toward connecting faculty, staff, and student populations in striving for a high standard of excellence and success. The university’s dedication and persistence in its efforts to promote and strengthen its diversity initiatives serves as an institutional priority in which valuable contributions towards recruitment, retention and advancement of students, faculty, and staff may be realized.”

The Search and Screen Guidelines are intended to assist hiring officials and WKU’s Search and Screen Committees in conducting employment searches to meet the requirements of state and federal nondiscrimination legislation. The guidelines are used in concert with the WKU’s Affirmative Action Plan, which is designed to establish clear administrative responsibility and accountability for equality of opportunity in all categories of employment.

All vacancies for Faculty positions are processed through tangible submission of documents to the Search and Screen Committee Chair. Vacancies for all other positions are processed by through the Human Resources Department when an individual who completes their application online.

To further assist Search and Screen Committees in performing their charge, this document includes an appendix, which contains resource documents and copies of various forms utilized during the search and screen process. 

Equal opportunity and diversity programs grew out of democratic principles concerning equity and social justice. They were designed to undo the damage that had been done by discrimination in our society. The purpose and scope are:
	1) to eliminate the disparity in the hiring and promotion of members of protected classes; 
	2) to eliminate underutilization of members of protected classes by the organization;
	3) to ensure equal employment opportunities under the law; and
	4) to identify a barrier which prohibit equal opportunities to all employees and applicants.

The guidelines will enhance the institutions ability to employ a diverse workforce − professionals with different backgrounds and cultures who bring new perspectives and ideas, which should result in improved productivity and creativity.   

The Equal Opportunity/Affirmative Action/University ADA Services (EAU) Director, with the assistance of the Human Resources (HR) Director and the Vice Provost/Chief Diversity Officer, is responsible for implementing and maintaining recruitment and employment practices consist with WKU’s equal opportunity policy and Affirmative Action Plan.

Note: Research and reviews were conducted on several universities. Some information used was derived from Florida Gulf Coast University and Shasta College.


II. Access, Inclusion, Diversity and Equity (A.I.D.E.) Defined

Access: A handicapped individual's ability to approach, enter, and use an employer's facilities such as reception areas, employment offices, and the actual job site. 
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Inclusion:  To take in or comprise as a part of a whole.
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Diversity: Differing from one another and/or composed of distinct or unlike elements or qualities.
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Equity: Dealing fairly and equally with all concerned.
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III. THE HIRING OFFICIAL

Development of the recruitment, review and selection process is delegated to the hiring officials within each division and/or department. Search and Screen Committees shall be used to fill all Administrative (Job Group 10), Faculty (Job Group 20) and Professional Non-Faculty (Job Group 30) positions.

For positions classified as Secretarial/Clerical (Job Group 40), Technical/Paraprofessional (Job Group 50), Skilled Crafts (Job Group 60) and Building Office/Landscape/Safety (Job Group 70), the hiring official may choose to use a Search and Screen Committee that will review applications and interview candidates, or an interview panel that will interview candidates.  

Some specific responsibilities of the hiring official are:
· to complete and submit a Recruitment Plan form for approvals;
· to recruit and hire persons in all job classifications without regards to their sex, race, 	religion, marital status, national origin, veteran’s status, age, disability, or ethnicity;
· to ensure the criteria utilized for all hires is job related; 
· to ensure all applicants are given equal opportunity in employment consideration; and
· to submit through the appropriate departments, the request for approval to hire.

It is recommended that a Hiring Official refrain from serving as a Search and Screen Committee Chair. Hiring Officials should review the strengths and weaknesses, provided by the committee, for each person who applies for a position in addition to review and approve applicants to be forwarded for interview pool certification. Any contact from applicants should be directed to the Department of Human Resources or the Search and Screen Committee Chair.

IV. SEARCH AND SCREEN COMMITTEE CHAIR

The Search and Screen Committee Chair is responsible for the committee’s administrative tasks, including but not limited to, coordination with the EAU and HR, securing the necessary applicant/interview pool certifications, reference checks and request for official transcripts.

A letter of recommendation submitted may take the place of a telephone reference check and is encouraged to be completed before an offer is made. Telephone reference check documents should be returned to Human Resources for Staff positions and Academic Affairs for Faculty positions. A sample telephone reference check document can be found by clicking the following link: http://www.wku.edu/eoo/Professional%20Non%20Faculty%20Search%20Resources/Equal%20Opportunity-%20TelephoneReferenceCheck.pdf 

The initial committee meeting should include:
a. an introduction of the Search and Screen Committee Chair appointed by the Hiring Official;
b. a review of the position description;
c. affirmation that the Search and Screen Committee membership should refer any contacts by applicants to the Search and Screen Committee Chair and refrain from having direct contact with applicants except during the interview process;
d. an overview pertaining to the process for viewing applicants’ materials.

V. EMPLOYMENT PROCESS	

A. Advertisement Locations and the Form 1

Advertisement locations are required to be listed on the Form 1 for each Administrative (Job Group 10), Faculty (Job Group 20) and Professional Non-Faculty (Job Group 30) position with the exception of visiting appointments, adjunct Faculty appointments, or approved waiver of advertising appointments. It is strongly recommended that a search be conducted at the outset for visiting positions where there is a likelihood of a future permanent appointment.

The appropriate administrator or authorized hiring official in the budget entity where the vacancy exists shall forward the Form 1, with an attached job description, which at a minimum should contain the following information/components:
1. position title, requisition number, and the name and title of the supervisor;
2. position information -
a.  Faculty - a written description of the minimum and preferred education, 	 	   	 experience, and rank(s) advertised;
b.  Administrative and Professional Non-Faculty - a copy of the updated position 	  	 description approved by the Department of Human Resources and The Office of 	 	 Equal Opportunity/Affirmative Action/University ADA Services;
3. advertised salary range for the position;
4. budgeted rate on line through banner and index codes;
5. budgeted months for the appointment (annually)
6. application review of application date, in addition to, “The position will remain open until filled.”
7. anticipated start date;
8. description of any and all position specific advertising media, which will be utilized to announce the vacancy;
9. timeline for conducting the search, interview schedule, etc.; and
10. list denoting members (diversity recommended) of the Search and Screen Committee by name, ethnicity, race and gender.

	In all instances, the Form 1 and job description will be submitted to the Department of 	Human Resources, and then to the EAU for approval and processing. Deviation from the 	approved documents must be requested in writing to the EAU Director. The request and 	approval of any deviation shall be forwarded to Human Resources.

All positions will be announced on Western Kentucky University’s Human Resources website, including those approved to be internally searched.  Intradepartmental searches do not have to be posted to the site. Faculty, academic administrators, in addition to director level positions and above may be advertised nationally or regionally, as appropriate. Other positions may be advertised nationally, regionally, statewide, and/or locally, as appropriate.

Advertisements shall be placed to reach qualified members of protected classes. For Faculty positions, the department recruiting for a vacancy is responsible for this placement. For Staff positions, the department recruiting for a vacancy and Human Resources work together for this placement. Some location examples are provided below:
a.  in appropriate journals, periodicals, newspapers; 
b.  with public service announcements, job lines, electronic bulletin boards, etc.;
c.  mailed to appropriate academic programs and professional organizations; and
d.  through networking to seek applications and nominations from professional 	  
   	 colleagues.
3. All position posting details will include the following required statements:
                     a. Western Kentucky University does not discriminate on the basis of race, color, 		national origin, sex, sexual orientation, disability, age, religion, or marital status 	in admission to career and technical education programs and/or activities or 	employment practices in accordance with Title VI and VII of the Civil Rights Act 	of 1964, Title IX of the Educational Amendments of 1972, Section 504 of the 	Rehabilitation Act of 1973, Revised 1992, and the Americans with Disabilities 	Act of 1990.  
	b. Persons with disabilities, who need reasonable accommodations to participate in     	    the application and/or selection process, should notify The Office of Equal     	   	    Opportunity/Affirmative Action/University ADA Services at (270) 745-
     	    5121, a minimum of five working days in advance.

B. Intradepartmental Promotion/Transfer Announcements
     
	The university encourages the advancement of employees in keeping with their qualifications, experience, job performance and interests. Consistent with this philosophy, and the desire to Staff positions in the most efficient means possible, department/unit heads may elect to fill a new or existing position with personnel from within the department/unit. The following steps must be followed when this option is elected:
1. Department/Unit employees must be informed of the vacancy through an internal memorandum, posting and/or e-mail communication. 
2. Interested candidates must complete an on-line employment application, a letter of application, and a resume or vitae within the specified announcement period. A minimum application period of three working days must be provided. 
3. The customary and usual equal opportunity/affirmative action documentation is required for all promotion/transfer decisions. 
	Since intradepartmental searches are not appropriate for all vacancies, a Recruitment Plan will be submitted. The Plan must provide the rationale for an intradepartmental search.  Human Resources and The EAU will review the Recruitment Plan, the departmental structure, minority representation, etc.  Upon approval of the request for an intradepartmental search, The EAU will provide the final decision of the Intradepartmental Announcement posting. All Search and Screen Guidelines will be followed pertaining to the recruitment process and an intradepartmental search will be posted for a minimum of three working days and available to the following:

The appropriate area Vice President may request from the EAU, approval to use an Internal Posting Detail Announcement for Director level or above positions.

	If the intradepartmental posting does not result in a hire, the hiring official may request from EAU, in conjunction with HR to re-open the search and advertise the position to external applicants. For Support Staff (non-exempt) positions, the minimum required application period is 5 calendar days from the date of original publication on the university’s web site. For Professional Non-Faculty (exempt) positions, the minimum required application period is 7 calendar days from the date of original publication on the university’s web site. For Faculty positions, the minimum required application period is 15 calendar days from the date of original publication in a national media such as The Chronicle of Higher Education, professional journals, placement office, or listserves. For Administrative positions—Director/Unit Head or higher—the minimum required application period is 12 calendar days from the date of original publication on the university’s web site. 

C. Internal Announcements
     
      In some circumstances, a search may be conducted internal to the university only. The hiring official has the option to request a vacant position be recruited internally. Such exceptions must be approved by the EAU Director and only when determined to be in the best overall interest of the university. Internal search vacancy notices will be published on the HR web page with a minimum application period of five working days. The internal announcement option offers opportunities to qualified WKU employees within the university and takes in to consideration, the skills and knowledge gained by such individuals through their service to the university.  
	
	Since internal searches are not appropriate for all vacancies, a Recruitment Plan will be submitted. The plan must provide the rationale for an intradepartmental search. Human Resources and The EAU will review the Recruitment Plan, the departmental structure, minority representation, etc. Upon approval of the request for an internal search, EAU will provide the final decision of the Internal Announcement posting. All Search and Screen Guidelines will be followed pertaining to the recruitment process and an internal search will be posted for a minimum of five working days and available to the following:

	The vacancy shall be designated as an “Internal Posting Announcement” and will be posted for a minimum of five working days. The announcement will state, “Only eligible WKU employees may apply.” The position will be posted on the WKU Website (http://www.wku.edu/Dept/Support/HR/AAAweb/employment.htm), and other appropriate internal communications.
If the internal posting does not result in a hire, the hiring official may request from the EAU Office, in conjunction with Human Resources to re-open the search and advertise the position to external applicants. For Support Staff (non-exempt) positions, the minimum required application period is 5 calendar days from the date of original publication on WKU’s web site. For Professional Non-Faculty (exempt) positions, the minimum required application period is 7 calendar days from the date of original publication on the University’s web site. For Administrative positions—Director/Unit Head or higher—the minimum required application period is 12 calendar days from the date of original publication on the University’s web site.
	The appropriate area Vice President may request from the EAU Office, approval to use an Internal Posting Detail Announcement for director level or above positions.

D. Re-announced Positions
   	A position must be re-announced if any of the following conditions of employment are 	modified: salary, classification, rank, appointment basis, qualifications and review of 	application date (to include wording such as “to receive full consideration, we encourage 	you to submit your materials on or before_______.”)
	If the applicant pool is not sufficiently diverse, the EAU will determine if re-	announcement is required. The search may be extended and the position re-announced 	with a new review of application date so that additional outreach efforts may be 	undertaken. When a position has been re-announced, the resulting applicant pool will 	be presented to the EAU for certification.
E. Review of Application Date 
1. Review of application dates shall be established so that potential applicants have sufficient time to respond to the advertisement.  Positions may be announced with the following statement, “Open until filled. Review of materials will begin on________ and continue until the position is filled.  To receive full consideration, we encourage you to submit your materials on or before________.”
2. All positions must be announced. Intradepartmental announcements will be posted for a minimum of 3 working days. Internal announcements will be posted for a minimum of 5 working days. External announcements for Support Staff (non-exempt) positions, the minimum required application period is 5 calendar days from the date of original publication on the WKU HR web site. For Professional Non-Faculty (exempt) positions, the minimum required application period is seven 7 calendar days from the date of original publication on the University’s web site. For Faculty positions, the minimum required application period is 15 calendar days from the date of original publication in a national media such as The Chronicle of Higher Education, professional journals, placement office, or listserves. For Administrative positions—Director/Unit Head or higher—the minimum required application period is 12 calendar days from the date of original publication on the university’s web site.
3. All re-announced positions must be announced for a minimum of 7 days.
4. Applications, curriculum vitae, resumes, and references must be submitted on or before the review of application date to be included in the initial pool of applicants to be considered. Make statement specifying Faculty and Staff process.
5. Interviews may be conducted only after the review of application date, and certification of the applicant and interview pools.  The EAU may approve exceptions in certain circumstances.
F. Advertising Exemptions
	The following circumstances do not represent bona fide position vacancies and therefore 	announcements or formulation of a Search and Screen Committee are not required:
1. academic rank promotions;
2. position rotation, i.e., a Faculty/Staff member is elected/designated to serve in another administrative capacity consistent with the department’s expectations for the appointment;
3. in agreement regarding terms and conditions including “retreat rights” and replacement for rotating Faculty/Staff member;
4. the reassignment or demotion of an employee to a different position;
5. the reclassification of a filled position if no actual vacancy exists; and
6. a change of funding to/from a contract, grant auxiliary, or local fund from/to a general revenue funded position with no change in duties, responsibilities, or classification if the incumbent was hired according to the university vacancy announcement procedures.

	The following positions are exempt from the Announcement of Position Vacancy 	requirement:
1. positions funded from contracts or grants; 
· the principal investigator and other proposed incumbents are specifically 				identified by name in the contract or grant and
· a position is available because a contract or grant is terminated and re-established, 		and the position has the same duties under the re-established contract or grant.
2. positions to be filled as visiting appointments if the appointment does not extend 	beyond 1 year; positions to be filled on an acting, interim, temporary, or 	emergency basis for one year or less;
3. temporary non-benefit earning positions;
4. positions to be filled by an employee who completed, in good standing, and an 	approved university leave program; and 
5. positions to be filled in settlement of a legal or official complaint process such as 	litigation, grievance, or arbitration.


VI. SCREENING AND EVALUATING APPLICATIONS
A. Screening and Evaluating Applications
	  After an applicant pool is certified by the EAU Office Director:
1. Where a Search and Screen Committee is used, each member of the committee will have the opportunity to review applications. The Hiring Official may also choose to review applications as well. The department recruiting for a vacant position is not required to contact any individual who provides an incomplete application and allow extended time for them to resubmit the missing information.
2. The committee procedures for evaluating candidates shall be designed to ensure there is no adverse impact based on sex, sexual orientation, race, religion, marital status, national origin, veteran’s status, age, disability, ethnicity or membership in any other protected group as a result of using the procedure. The only judgments to be made by the committee shall clearly be job related.
3. The committee shall identify qualified applicants based upon the position description.  
4. It is recommended for the hiring official, immediate supervisor or committee members to conduct reference checks of prior employment (excluding the current employer, unless provided by an applicant) before inviting candidates to interview on campus. These may be done via telephone or by other appropriate means.
5. Reference checks of the current employer for the selected candidate may be conducted prior to finalizing the offer of employment with the concurrence of the candidate.  
6. The results of employment process, and official file for each applicant, shall be forwarded to Academic Affairs for all Faculty positions and Human Resources for all other positions at the conclusion of the search process.  
	B. Other Considerations for Selecting Applicants for Interviews 
1. Diversity of Interviewees
	In instances where an interview pool is submitted for certification, the committee 	may be asked to 	re-review materials of applicants to ensure the exclusion was based 	on legitimate job requirements.
C. Visiting, Adjunct Faculty and Temporary Appointments
These types of appointments are exempt from the announcement of vacancy requirements and do not require the formation of a Search and Screen Committee; however, it is strongly recommended that a search be conducted at the outset for visiting appointments where there is potential of a future permanent appointment.



VII. CERTIFCATION OF APPLICANT AND INTERVIEW POOLS
A. Applicant Pool Certification
The EAU or designee must certify the applicant pool prior to the consideration of candidates and selection of individuals to be interviewed. The purpose of the review is to identify whether the applicant pool, as self-identified, reflects an acceptable number of applicants and/or reflects the availability of qualified individuals in protected classes.
The EAU may recommend to the hiring official that the search period be extended to allow for additional recruitment. 
B. Interview Pool Certification
The EAU or designee must certify the interview pool prior to scheduling any interviews. The EAU may request that the committee review the full applicant pool again to ensure full considerations of all qualified applications before certifying the interview pool. If possible, at least three candidates should be recommended for interview.
If there are any changes made to the certified interview pool by the hiring official or Search and Screen Committee, these changes shall be approved by the EAU.

VIII. THE INTERVIEW PROCESS
1. Upon certification of the interview pool and prior to conducting interviews, the Search and Screen Committee should determine:
a. The type of screenings (e.g. telephone or Skype) or interviews that will be conducted Generally, telephone or video conferencing screenings may be conducted prior to on campus interviews unless all candidates are local. The type of interview must be conducted in the same manner for all candidates being advanced through the process.  A standard list of questions should be created to ensure each interviewee is treated equally.      
b. Specific core-job related questions to be asked of all interviewees.
c. Who will lead the discussion/questioning.
d. Whether the candidate will be asked to give a presentation in his/her area of expertise. 
e. Whether discussion of each candidate will follow the conclusion of the interview or be held until the last interview is completed.
f. Who will host the candidate for on campus interviews.
g. Who, in addition to the committee members and Hiring Official, will interview the candidate and whether there is specific information the committee seeks from specific audiences (i.e., student reactions to teaching style at a symposium, assessment of an applicant’s research records from a Dean).
2. For any degree(s) required for a position, the Search and Screen Committee Chair may request candidates invited to interview on campus bring copies of unofficial transcripts with them and have official transcripts submitted to Academic Affairs for Faculty positions and Human Resources for all other positions.
3. Hiring Officials may take part in the interview process by conducting an individual interview with the candidate. 
4. Any recommendation for employment/appointment to a position at WKU must be submitted to the Board of Regents for formal approval. Employment is also subject to verification of your eligibility for lawful employment in the United States. Search and Screen Committees are not authorized to offer employment or commit to a salary or salary range. If possible, candidates should be given a time frame in which they can anticipate hearing that a final selection has been made.
5. For some positions, travel expenses may be approved as a university expense.  In those instances the Search and Screen Committee Chair should arrange as much of the reimbursable travel as possible using available university travel funds. Candidates who have been approved for travel expenses should receive reimbursement without undue delays.

IX. COMMITTEE RECOMMENDATION OF FINAL CANDIDATES
	After interviews have been completed and discussed, the committee shall reach an agreement 	regarding their final recommendation of candidates objectively based on strengths and 	weaknesses gathered. The final recommendation to the hiring official shall reflect the 	rationale upon 	which the committee based its decision.
	If people not on the committee participated in the interviews, input from these interviewers 	will be considered as the committee develops candidate strengths and weaknesses.
	
X. HIRING DECISION (for all positions)
1. The Hiring Official shall complete the appointment documentation and submit the recommended candidate, including the salary range to be used for negotiation, to the Dean/Director. If the Dean/Director agrees with the recommendation, it will be forwarded to Academic Affairs for Faculty appointments prior to The Office of Equal Opportunity/Affirmative Action/University ADA Office that receives the information for all positions. After the approvals, the recommendation will be sent to the EAU for review. The recommended rank for Faculty appointments must be approved by the Dean of the College prior to being presented to the EAU Director. 
		Note: If the hiring official wishes to select a candidate not recommended by the 				committee, the hiring official should discuss the rationale for this decision with the 			Provost or Division Vice President, and the Equal Opportunity Director, prior to 			extending an offer. The Vice President may accept the recommendation, in his/her 			discretion.  In cases where the hiring official is a Vice President or direct report to the 			President, the final authority is the President.
2. The EAU will inform the Hiring Official when he/she may extend a verbal offer.
3. The Hiring Official or Search and Screen Committee Chair shall forward all information pertaining to screening, evaluations and interviews of each applicant to Academic Affairs for Faculty positions, and Human Resources for all other positions, as well as completed reference sheets for all other interviewed candidates.

XI. RECORD KEEPING
It is the responsibility of the Search and Screen Committee Chair to provide ALL Search and Screen Committee documents to Academic Affairs for Faculty positions and to the Department of Human Resources for all other positions, for retention. Records which should be forwarded are: letters of reference, criteria checklist, reference checks, and correspondence.  It is the responsibility of the Search and Screen Committee Chair to make certain all materials have been forwarded.
 
Note: Below please find links that may also be helpful.

Faculty Search Process

Staff Search Process

Online Search and Screen Committee Training

Search and Screen Documents
image1.jpeg




image2.jpeg
DISABLE ' THE LABEL





image3.jpeg




image4.jpeg




image5.jpeg




image6.jpeg
TOGETHER

WE GAN..JOGETHER WE WiLL|




image7.jpeg




image8.jpeg
inclusion





image9.jpeg




image10.jpeg




image11.jpeg




image12.jpeg
i #




image13.jpeg




image14.jpeg




image15.jpeg




image16.jpeg




image17.jpeg




