
GUIDE

TO

EFFECTIVE

INTERVIEWING

&
HIRING POLICIES AND PROCEDURES

OFFICE OF HUMAN RESOURCES

2014
[image: image1.png]_&,_
SAINT
MARY’S
COLLEGE

NOTRE DAME, IN






TABLE OF CONTENTS

I.
Introduction

4
II.
Mission

4
A. Commitment to Mission
4
B. Commitment to Core Values
5
C. Commitment to Diversity
5
III.
Legal Issues

6
A. Laws and Regulations
6
B. Areas of Inquiry
7
IV.
Interview Planning and Preparation
15
A. Review the Job Description and Job Qualifications
15
B. Specify Information Predictive of each Area of Performance
15
C. Identify Questions to Ask
17
D. Review the Resume and/or Application
21
V.
Conducting the Interview
21

A.
Establish Rapport
21

B.
Explain Purpose
21

C.
Gather Predictive Information
21

D.
Answer Questions
21

E.
Close

21
VI.
Applicant Assessment
22

Interview Analysis Form
23

“Hiring for Mission” Personnel Search Recommendation
24
VII.
Staff Hiring Policies and Procedures
25
A.
Policies of the College
25
B.
Procedures
25
1.
Position Approval
25
2.
Position Vacancy Announcements
26
3.
Interviews
28
4.
Reference Checking
29
5.
Background Check………………………………………..29
6.
Offers and Appointments
30
7.
Personnel Action Form
30
Appendix A


31
Appendix B

Diversity Report Form…………………………………….34
Appendix C

Diversity Recruitment Sources……………………………36
Appendix D

Applicant Survey Form…………………………………...38
I.
INTRODUCTION
This Supervisor’s Guide to Effective Interviewing is intended to provide assistance to supervisors, chairs, and other employees responsible for conducting staff interviews at Saint Mary’s College.

II.      MISSION
The consistent practice of Mission-centered hiring will be considered 

integral to all phases of the hiring process.  The mission criterion will be

considered along with the highest academic and professional standards

needed for each position within the College.

The rationale for this practice stems from a need to maintain and enhance

the College’s distinctive mission.  Saint Mary’s seeks to preserve and 

develop its Catholic and liberal arts tradition through its dedication to 

educating women.  The College exemplifies this dedication by offering an

academic environment open to free intellectual inquiry and an active 

exploration of faith and ideals of justice and service.  In order to ensure the

continued success of Saint Mary’s College, hiring criteria college-wide will

include an applicant’s willingness and ability to support the tenets of Saint

Mary’s mission.

A.
Commitment to Mission
Hiring decision-makers are responsible for selecting individuals who

are committed to the College’s Mission by including support of the

Mission as a selection criterion.

In filling positions, an applicant’s support of the Mission is to be 

evaluated in the following manner: Incorporate into the interview

process, at a level appropriate to the position, a discussion with the 

applicant of the College’s Mission, the role of the position in the

fulfillment of the Mission, and the applicant’s willingness to commit

him/herself to the Mission.  A copy of the College’s Mission 

statement should be given to all applicants.

B.
Commitment to Core Values
An integral part of developing a Mission-centered workforce is to 

identify the values that guide the hiring process, particularly in 

respect to achieving a workforce that meets the needs of a diverse

student population.

The value of Learning encourages us to become a community of

learners.  It directs us to plan creatively for education that meets the

needs of a changing pluralistic society.  A learning community 

engages in a wide variety of critical perspectives in its ongoing 

search for truth.  The diversity of the individuals that comprise a

learning community provides our students with a wide range of 

human experiences and relationships.

The value of Justice challenges us to reaffirm our commitment to 

overcome prejudice and changes systems that oppress.  Justice also

challenges the college to continue to develop programs which affirm

human dignity in the workplace.  It invites us to make an active

commitment to diversity.

The value of Community helps us to create an authentic community

within society.  This community is formed by individuals who 

understand, honor, and celebrate diversity as a necessary prerequisite

to unity.  It is this unity that leads the community toward a common

vision and the fulfillment of the College’s Mission.

The value of Faith/Spirituality strengthens us to be intentional in 

providing an environment in which community members can live out

their personal spiritual journey.  This becomes a basis for integration

of the spiritual and intellectual lives of the college community.

C.
Commitment to Diversity
In the spirit of the Mission, the College seeks a faculty and staff that reflect and respond to diversity in the general population.  It is the intent of the following College Mission-based Commitment to Diversity to set forth strategies that take into consideration diverse segments of the population.
Mission-based Commitment to Diversity
Diversity at Saint Mary’s College is a radical call to every member of

the campus community to explore the richness of human experience.

This call challenges the whole College to appreciate, respect, 

celebrate and learn from differences in gender, ethnicity, race, socio-

economic status, religion, sexual orientation, and abilities/

disabilities.  Instead of estranging us from each other, appreciating 

differences for their own sakes will enable Saint Mary’s to become a

stronger learning and teaching community dedicated to the education

of women in the Catholic tradition of the liberal arts.

III.
LEGAL ISSUES

A.
Laws and Regulations
There are many legal issues about which interviewers should be aware when conducting an interview and in making a selection decision.  The following is a very brief list of laws and regulations that govern employment practices:

  

1.
Equal Employment Opportunity Commission’s (EEOC) Uniform Guidelines on Employee Selection Procedures -

Premise of the Guidelines is that the use of any employee selection device that results in the exclusion of a disproportionate number of women or minority applicants may be unlawful unless it can be shown that the device is job-related, or in other words, a valid measure of performance on the job.

2.
Title VII of the Civil Rights Act of 1964 -

Bars employment discrimination based on race, color, religion, sex, and national origin.
3.
The Age Discrimination in Employment Act of 1967, as amended -

Bars age-based employment practices which discriminate against persons over 40 years of age.

4.
The Pregnancy Discrimination Act of 1978 -

Bars discrimination against pregnant applicants and employees.

5.
The Vocational Rehabilitation Act of 1973 -

Bars discrimination against handicapped individuals.

6.
Americans with Disabilities Act of 1990 -

Prohibits discrimination against qualified individuals with disabilities and requires reasonable accommodation for disabled applicants and employees who are capable of performing the essential functions of a position.

7.
Equal Pay Act of 1963 -

Bars wage differentials based on sex.

8.
Civil Rights Act of 1991 -

Provides additional remedies and protections, in addition to those previously available under Title VII, to applicants, employees, and former employees who contend they are victims of employment discrimination.

C. Areas of Inquiry
The following guide provides appropriate questions that may be asked related to different topics and provides information on questions to avoid related to different topics.


PRE-EMPLOYMENT INQUIRY GUIDE
	Subject
	
	Permissible Inquiries
	
	Inquiries that Should be Avoided

	
	
	
	
	

	Name
	
	“Have you worked for this company under a different name?”  “Is any additional information relative to change of name, use of an assumed name or nickname necessary to enable a check on your work and educational record?  If yes, explain.”
	
	Inquiries about the name that would indicate applicant’s lineage, ancestry, national origin, or descent.  Inquiry into previous name of applicant where it has been changed by court order or otherwise.  “Indicate: Miss, Mrs., Ms.” Asking for the Maiden name of a married woman.



	
	
	
	
	

	Marital and Family Status
	
	Whether applicant can meet specified work schedules or has activities, commitments, or responsibilities that may hinder the meeting of work attendance requirements.  Inquiries, made to males and females alike, as to a duration of stay on job or anticipated absences.
	
	Any inquiry indicating whether an applicant is married, single, divorced, engaged, etc.  Name or other information about spouse.  Number and age of children.  Information on child-care arrangements.  Any questions concerning pregnancy.  Any similar question that directly or indirectly results in limitation of job opportunity in any way.

	
	
	
	
	


	Subject
	
	Permissible Inquiries
	
	Inquiries that Should be Avoided

	
	
	
	
	

	Age
	
	“Are you age 18 or older?”
	
	Requirement that applicant state age or date of birth or that applicant produce proof of age.

	
	
	
	
	

	Disability
	
	“Do you have any impairments, physical, mental or medical, which would interfere with your ability to perform the essential functions of the job, either with or without any reasonable accommodations?”  You may explain requirements of the job and show how the work is performed and require the applicant to demonstrate her/his ability to perform the essential functions of the job.  You may require a job-related post-employment physical exam for all employees in the same job category.
	
	“Do you have a disability?”  “Have you ever been treated for any of the following diseases...?”  You may not discriminate because of a physical or mental disability except where it would be impossible for the person to perform the essential functions of the job, with reasonable accommodation.  You may not discriminate against an applicant because of that individual’s relationship with a disabled person.  You may not require a pre-employment physical. Any examination or inquiry must be “job-related” and consistent with “business necessity”.

	
	
	
	
	


	Subject
	
	Permissible Inquiries
	
	Inquiries that Should be Avoided

	
	
	
	
	

	Sex
	
	Inquiry as to sex or restriction of employment to one sex is permissible only where a bona fide occupational qualification exists.  (This BFOQ exception is interpreted very narrowly by the courts and EEOC).  The burden of proof rests on the employer to provide that the BFOQ does exist and that all members of the affected class are incapable of performing the job.
	
	Sex of applicant.  Any other inquiry that would indicate sex.  Avoid questions concerning applicant’s height or weight unless you can prove they are necessary requirements for the job to be performed.

	
	
	
	
	

	Race or Color

	
	
	
	Applicant’s race.  Color of applicant’s skin, eyes, hair, or other questions directly or indirectly indicating race or color.

	
	
	
	
	

	Address or Duration of Residence
	
	Applicant’s address.  Inquiry into place and length of current and previous addresses, e.g., “How long a resident of this state or city?”
	
	Specific inquiry into foreign addresses that would indicate national origin.  Names or relationship of persons with whom applicant resides.  Whether applicant owns or rents home.

	
	
	
	
	

	Birthplace
	
	
	
	Birthplace of applicant.  Birthplace of applicant’s parents, spouse, or other relatives.  Requirement that applicant submit a birth certificate or naturalization or baptismal record before employment.

	
	
	
	
	

	Subject
	
	Permissible Inquiries
	
	Inquiries that Should be Avoided

	
	
	
	
	

	Religion or Creed
	
	An applicant may be advised concerning normal hours and days of work required by the job to avoid possible conflict with religious or other personal convictions.
	
	Applicant’s religious denomination or affiliation, church, parish, pastor, or religious holidays observed.  Applicants may not be told that any particular religious groups are required to work on their religious holidays.  Any inquiry to indicate or identify religious denomination or customs.

	
	
	
	
	

	Military Record
	
	Type of education and experience in service as it relates to a particular job.
	
	Type of discharge.

	
	
	
	
	

	Photograph
	
	Indicate that this may be required after hiring for identification.
	
	Requirement that applicant affix a photograph to his or her application.  Request that applicant, at his or her option, submit photograph.  Requirement of photograph after interview but before hiring.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	
	
	
	
	

	
	
	
	
	

	Subject
	
	Permissible Inquiries
	
	Inquiries that Should be Avoided

	
	
	
	
	

	Citizenship
	
	“Are you a citizen of the United States?”  “If you are not a U.S. citizen, are you prevented from lawfully becoming employed because of visa or immigration status?”  Statement that, if hired, applicant may be required to submit proof of citizenship.
	
	“Of what country are you a citizen?”  Whether applicant or his or her parents or spouse are naturalized or native-born U.S. citizens.  Date when applicant or parents or spouse acquired U.S. citizenship.  Requirement that applicant produce his or her naturalization papers.  Whether applicant’s parents or spouse are citizens of the United States.

	
	
	
	
	

	Ancestry or National Origin
	
	Languages applicant reads, speaks, or writes fluently.  (If another language is necessary to perform the job.)
	
	Inquiries into applicant’s lineage, ancestry, national origin, descent, birthplace, or mother tongue.  National origin of applicant’s parents or spouse.

	
	
	
	
	

	Education
	
	Applicant’s academic, vocational, or professional education or school attended. 
	
	Any inquiry asking specifically the nationality, racial affiliations, or religious affiliation of a school.  Inquiry as to how foreign language ability was acquired.  



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	
	
	
	
	

	
	
	
	
	

	Subject
	
	Permissible Inquiries
	
	Inquiries that Should be Avoided

	
	
	
	
	

	Experience
	
	Applicant’s work experience, including names and addresses of previous employers, dates of employment, reasons for leaving, salary history.  Other countries visited.


	
	

	
	
	
	
	

	Conviction, Arrest, and Court Record.
	
	Inquiry into actual convictions that relate reasonably to fitness to perform a particular job.  (A conviction is a court ruling where the party is found guilty as charged.  An arrest is merely the apprehending or detaining of the person to answer the alleged crime.)
	
	Any inquiry relating to arrests.  An applicant may not be denied employment because of a conviction record unless there is a direct relationship between the offense and the job or unless hiring would be an unreasonable risk.

	
	
	
	
	

	Relatives
	
	Names of applicant’s relatives already employed by the organization.  Names and addresses of parents or guardian of minor applicant.
	
	Name or address of any relative of adult applicant, other than those employed by the organization.

	
	
	
	
	

	Notice in Case of Emergency
	
	
	
	Names and address of relatives to be notified in case of accident or emergency.

	
	
	
	
	


	
	
	
	
	

	
	
	
	
	

	Subject
	
	Permissible Inquiries
	
	Inquiries that Should be Avoided

	
	
	
	
	

	Organizations
	
	Inquiry into applicant’s membership in organizations which the applicant considers relevant to his or her ability to perform the job.
	
	“List all organizations, clubs, societies, and lodges to which you belong.”  The names of organizations to which the applicant belongs if such information would indicate through character or name the race, religion, color, or ancestry of the membership.

	
	
	
	
	

	References
	
	“By whom were you referred for a position here?”  Names of persons willing to provide professional and/or character references for applicant.
	
	Require the submission of a religious reference.  Request reference from applicant’s pastor.

	
	
	
	
	

	Miscellaneous
	
	Notice to applicants that any misstatements or omissions of material facts in the application may be cause for dismissal.


	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Any inquiry should be avoided that, although not specifically listed among the above, is designed to elicit information as to race, color, ancestry, age, sex, religion, disability, or arrest and court record unless based upon a bona fide occupational qualification.

IV.
INTERVIEW PLANNING AND PREPARATION

An interview should be as structured as possible yet tailored for each individual.  As an interviewer, you should evaluate the same general criteria for each applicant.  There are four steps to interview planning and preparation.

A.
Review the Job Description and Job Qualifications.

Learn as much about the requirements of the job as possible in order to adapt the interview to elicit relevant information.  Job descriptions are available from the Human Resources Office and should be reviewed to ensure that they are accurate and up-to-date.

B.
Specify Information Predictive of each Area of Performance.

There are four factors to success on a job.  Each factor is listed below and is followed by some suggested questions to ask yourself prior to the interview to assist in the development of appropriate interview questions.

1.
Aptitudes
a.
Are there any specific intellectual aptitudes necessary (for example, math or mechanical, good with numbers)?

b.
How complex are the problems to be solved?  What must the applicant be able to demonstrate s/he can do intellectually?

c.
How should the applicant go about problem solving (off the top of her/his head, cautious, deductive, etc.)?

d.
How critical are communication skills for success on the job and what types of skills are needed (written, oral, etc.)?

2.
Motivation
a.
What should the applicant like to do to enjoy working in this job?  Should s/he like to work with people, like to work independently or like to travel?

b.
Is there anything the applicant definitely should not dislike doing?

c.
Are there goals or aspirations that are essential the applicant have?

d.
Are there any unusual energy demands in the job (long hours, constant travel, and so forth)?

e.
How critical is overt drive?  Must the incumbent push over, through, or around many obstacles?

f.
What will the incumbent be doing most of the time in the job?  Planning, supervising, solving complex problems?

3.
Personality
a.
Are there any critical/essential personality qualities (decisive, action-oriented, optimistic, persistence, perseverance) needed for success in this job?

b.
How must the incumbent handle stress or pressure?

c.
What kind of interpersonal behavior is required on the job?  Will there be conflicts with others--subordinates, peers, customers?  Will the individual work with peers, up the line, down the line, etc.?

d. What workplace values are important to success in this 

position?

4.
Knowledge and Experience

a.
What does the applicant have to know about or how to do in order to perform in the job?  Can this be acquired on the job?

b.
What particular kinds of experience are absolutely necessary for effective performance on the job?

c. What experience is necessary that might help the applicant relate to the College Mission?

C.
Identify Questions to Ask.

The following are some suggestions of appropriate questions to ask:

As a general rule, do not ask leading questions or questions that require only a “yes” or “no” for response.  Rather, you should ask open-ended questions.  Use words like “Why”, “How”, “What”, “Describe” or “Tell me about” rather than leading questions that usually begin with “Do you....?”
For example, rather than asking, “Do you like to work outside?”, ask “What type of work do you like best?”
Questions related to job duties and responsibilities, the individual’s qualifications, abilities to do the job, previous work experience and education are acceptable topics to cover during an interview.

Aptitudes
1.
What is it you have going for you that might make you successful in such a job?

c. What are your strengths and weaknesses?
c. Describe for me a difficult obstacle you have had to overcome in a previous job and how you handled it.

c. What kinds of things do you feel most confident in doing?

What kinds of things do you feel less confident in doing?

c. What do you think are the most important characteristics and abilities a person must possess to become a successful                        ?
c. How would you describe your communication style?

Motivation
1.
Why do you think you are suited for this position?

2.
How do you feel about our hours of business?

3. Why did you leave XYZ Company?

4. What are some things you would like to avoid in a job?  Why?

5.
How do you feel about travel?  On the average, how many nights a week would you be willing to be away from home?

6. What are some things you particularly liked about your last job?

7. Most jobs have pluses and minuses--what were some of the minuses in your last job?

8. What do you see in this job that makes it appealing to you that you do not have in your present job?

9. What is your long-term career objective?  What do you think you need to develop yourself in to be ready for such a spot?

10. What are some things you would want to avoid in future jobs?  Why?

11. What are some of the basic factors that motivate you?

12. Do you consider yourself a self-starter?  If so, explain why.

13. How do you sustain personal and professional growth?

Personality
1.
What kind of people do you like to work with?  Why?

2.
What kinds of people do you find it most difficult to work with?  
What is there about them you would like to change?

3. What are some of the things about which you and your supervisor might occasionally disagree?

4. How do you feel about the way you or others in the department were managed by your supervisor?

5. What are some of the things your boss did that you particularly liked or disliked?  Why did you feel this way?

6. How would you describe yourself as a person?

7. What are the things that give you the greatest satisfaction?

8. What things frustrate you the most?  How do you usually cope with them?

9. In your previous job(s), what kind of pressures did you encounter?

Knowledge and Experience
1.
What other kinds of jobs have you done that are similar to this position?

2.
What can you tell me about yourself that makes you think you would be good at this job?

3.
Describe a typical day’s work on your last job.

4.
Starting with your last job, would you tell me about any of your achievements that were recognized by your superiors?

5. What are some of the things on your job you think you have done particularly well or in which you have achieved the greatest success?  Why do you feel this way?

6. What were some of the problems you encountered in your last job?  Which one frustrated you the most?  What did you do about it?

7. In what ways do you think your present job has developed you to take on even greater responsibilities?

Mission
1.
What is your understanding of the Mission of Saint Mary’s College?

2.
What are your prior experiences that help you relate to the

College Mission?


3.
Have prior employers emphasized the organization’s mission?

If so, in what ways and how did your position/performance 

support the mission?

4.
What would you say is the most important thing you are looking for in an employer?  What workplace values are important to you?



5.
If you are selected for this position, how would you plan to 

support the College’s Mission?

5. In what ways do you extend hospitality to others and how would you demonstrate this in the position for which you are interviewing?

5. How have you been responsible and accountable for the stewardship of human, financial and environmental resources in your current position?

5. How do you promote an appreciation of cultural and individual differences in the workplace?


D.
Review the Resume and/or Application. 

Note any specific areas of the resume and application that should be explored further.

V.
CONDUCTING THE INTERVIEW
There are six steps in conducting an interview.

A.
Establish Rapport

Act as a host/hostess.  Greet the applicant and follow with small talk.

B. Explain Purpose
Helps the applicant to relax by knowing the agenda and puts the interviewer in control.

C.
Gather Predictive Information

Use open-ended questions and pause to allow answers.  Listen.  The interviewer should talk only 10-25% of the time. 
D.
Answer Questions

Describe the job and Saint Mary’s College and allow the applicant to ask questions about the job or the College.
E.
Close

Thank the applicant for his/her time and explain what the next step will be.

VI.
APPLICANT ASSESSMENT
As you assess applicants after the interview, review the job description and minimum qualifications for the job.  Review your notes that you took during the interview or immediately afterward.  When making the final decision as to which applicant to hire, only consider information that is job related.  Be aware of your own biases.  Some interviewers find it helpful to use a form to record job-related information. The following is a sample form that may be used for this purpose.


Interview Analysis Form

Name:                                                           Date: _____________________
Position:_________________________
Job Specifications:  

Intelligence




Personality

Motivation




Knowledge/Experience
Interviewer’s Impressions:

	
	Outstanding
	Acceptable 
	Unacceptable
	Remarks

	Aptitudes
	
	
	
	

	Communication Skills
	
	
	
	

	Problem-Solving

Capabilities
	
	
	
	

	Other
	
	
	
	

	MOTIVATION
	
	
	
	

	Interests
	
	
	
	

	Goals/Objectives
	
	
	
	

	Initiative
	
	
	
	

	Attitude (willingness to 

work long hours, travel, etc.)
	
	
	
	

	Other
	
	
	
	

	PERSONALITY
	
	
	
	

	Appearance (Job-related)
	
	
	
	

	Interpersonal skills
	
	
	
	

	Other
	
	
	
	

	KNOWLEDGE/EXPERIENCE
	
	
	
	

	Technical
	
	
	
	

	Managerial
	
	
	
	

	MISSION COMMITMENT
	
	
	
	

	
	
	
	
	


OTHER COMMENTS (Strengths/Weaknesses):

______________________________________________________________________________________________________  
Saint Mary’s College “Hiring for Mission”
Personnel Search Recommendation
Hiring decision-makers are responsible for selecting individuals who are committed to the College’s Mission by including support of the Mission as a selection criterion.  Throughout the search process, an applicant’s support of the Mission is to be evaluated in the following manner:

Incorporate into the interview process, at a level appropriate to the

position, a discussion with the applicant of the College’s Mission,

the role of the position and department in the fulfillment of the 

Mission, and the applicant’s willingness to commit him/herself

to the Mission.
A list of suggested interview questions relative to the College Mission can be found in the Guide to Effective Interviewing.  

Applicant’s Name_______________________   Division_______________________

Position/Title_____________________________Department___________________

Please complete:
YES
NO
1.  Applicant has received a copy of the Mission statement.

YES
NO
2.  A discussion of the Mission has taken place with the applicant.

YES 
NO
3.  There has been an opportunity to clarify the Mission and to discuss

     the ways in which the position role supports the Mission.

YES  
NO
4.  The applicant has indicated a willingness to commit him/herself to

     the College mission.

I recommend that (the following)(this) applicant be employed at Saint Mary’s College.  The applicant demonstrates an ability to contribute to the accomplishment of the Mission in the following manner:

__________________________________________________________________________________________________________________________________________________________________________________________________________________

Signed________________________
    ___________________________________

    (Hiring Manager)



(Vice President)

VII.
STAFF HIRING POLICIES AND PROCEDURES
A.
Policies of the College

Saint Mary’s College publishes established policies and procedures for all staff employees in the Employee Handbook.  Each employee is given a handbook upon their initial hire with the college.  An up-to-date copy of the handbook is also available on the web at http://www3.saintmarys.edu/hr-employee-handbook
Various approved college policies related to the hiring of employees are contained in the handbook.  Included are:

1.
Employment Objectives;

2.
Equal Opportunity Employment;

3.
Appointment; and
4. 
Promotions.
These policies explain that the college strives to select and retain employees with high standards of performance and appropriate experience, education and training.
In addition, in 2006 the College formally adopted a Diversity hiring policy which establishes the procedures and requirements for all searches.  See Appendix A for a copy of the specific policies stated above.

B.
Procedures
1.
Position approval.

Before a position can be filled, it must be approved and budgeted.  A completed job description and written justification for the position should be submitted to the appropriate Vice President.  The Vice President should send a copy of the request and job description to Human Resources so that the appropriate salary range can be established.  Once the appropriate salary range has been established, the request will be reviewed by the President’s Cabinet.   Notification of approved positions will be provided by the appropriate Vice President.
Positions will be filled in accordance with the budget information, (i.e., number of hours per week to be worked, number of months per year, and wage or salary grade).  Any exceptions to the current budget must be made to the division Vice President, who in turn must obtain presidential approval before a position will be advertised.

Once a position has been approved, the Human Resources Office will send the supervisor a copy of this Guide to Effective Interviewing & Hiring Policies and Procedures booklet as well as a blank Diversity Report Form (See Appendix B) which must be completed, approved by your VP and returned to the Human Resources Department prior to any campus interviews.  Both the Guide and the Form are also available on the web at https://www.saintmarys.edu/hr-interviewing.

2.
Position vacancy announcements.

When an approved position becomes vacant, the Human Resources Office should be contacted.  The Human Resources Office will draft an advertisement based on the current job description and/or based on information supplied by the supervisor or vice president.  Individual supervisors may draft advertisements if they desire, but all advertisements must be reviewed by the Human Resources Office before placement.  All advertisements will be placed by the Human Resources Office.  

All advertisements must include the following phrase, “Saint Mary’s College is an Equal Opportunity Employer.  In keeping with the College’s mission, Saint Mary’s is committed to increasing racial and ethnic diversity at all levels—students, faculty, and staff—and seeks applications from candidates who share this commitment.”

Vacancy announcements may be placed in a number of sources in order to ensure that efforts are made to reach historically underrepresented racial and ethnic minority groups.  Human Resources has developed a list of potential recruiting sources in the local area to assist in yielding a pool of applicants from historically underrepresented groups.  In addition to listing all vacancy notices with these sources, Human Resources also posts all vacancy notices both internally and with the Sisters of the Holy Cross.  Normally, advertisements for staff positions are also placed in the South Bend Tribune.

Other potential sources of recruitment to broaden the applicant pool include:

· Placement of vacancies in Hispanic Outlook and Diverse 
Issues in Higher Education;

· The use of media directed to appropriate minority groups;

· Placement of vacancies in professional journals and job 
registries; and
· The Departments recruitment of individuals at conferences and through 
their contacts with professional acquaintances.
(See Appendix C for a listing of professional organizations and/or institutions with strong minority connections.)

It is the responsibility of both the Human Resources Office and the hiring department to make special efforts to assist in developing a pool of candidates that include those from historically underrepresented racial and ethnic minority groups.  
All original resumes and/or applications must be maintained in the Human Resources Office.  All advertisements will direct resumes to be sent to Human Resources unless prior approval has been given by the Director of Human Resources. 

Upon receipt of a completed application or resume, the Human Resources Office will send an Applicant Survey Form (See Appendix D) to all applicants.  The purpose of the form is to gather information on applicants for the purpose of evaluating the College’s success in reaching and encouraging underrepresented racial and ethnic minority groups to apply for positions at the College.  In no event will specific data on applicants be shared with the hiring department.  Upon completing the Diversity Report, the Human Resources Office will provide the hiring department aggregate information on the candidate pool to assist the department in determining their success in generating an applicant pool including individuals from historically underrepresented groups.

3.
Interviews.

a.
General policies.

All interviews must be handled in accordance with the college’s policies on equal opportunity employment and diversity hiring.  Individuals needing guidance on these policies or assistance in conducting an effective interview should contact the Human Resources Office.

Approval must be obtained from the Department VP and Director of Human Resources to invite candidates to campus for interviews from outside the immediate area.  Candidates’ expenses will be paid by the College for approved campus visits.  To receive reimbursement, a candidate must submit receipts.  The receipts should be sent to the Director of Human Resources with a request for reimbursement.  Travel arrangements should be made through the on-campus travel agency, when possible.  If candidates use their own cars, they are reimbursed at the rate which the Internal Revenue Service allows as a tax deduction for professional travel.  (The current rate may be obtained from the Business Office.)

On-campus interview pools must include at least one candidate from a historically underrepresented racial and ethnic minority group or an international candidate.  In the event that at least one candidate from a historically underrepresented group is not part of the on-campus interview pool, the hiring department will be required to provide documentation on the Diversity Report Form to substantiate that all appropriate efforts were made to produce an inclusive on-campus interview pool.  
b.
Hourly positions.

The Human Resources Office will determine with the direct supervisor the best interview method.  Pre-screening may be done by the Human Resources Office or may be conducted by the department.  Coordination of interview schedules may be done by the Human Resources Office or the department.

c.
Administrative positions.

Depending on the administrative position, interview procedures may be handled as outlined above for hourly employees.

In some instances, a search committee may be formed by the President or Vice President.  In this case, a chair of the search committee will be appointed.  The chair is expected to ensure that the committee follows the hiring policies and procedures of the college as listed herein.  The Director of Human Resources should serve as a consultant on all search committees, if s/he is not a direct member of the committee.  When forming a search committee, efforts must be made to include, when possible, members of historically underrepresented racial and ethnic minority groups.  In all cases, the search committee will utilize methods most likely to result in the inclusion of qualified individuals from historically underrepresented racial and ethnic minority groups in the on-campus interview pool.
4. Reference Checking

Reference checks will be done by a member of the Human Resources 

department and/or the hiring department before an offer of 



employment is made.

5.
Background Checks



All new staff hires are subject to a background check prior to employment at the College.  The Human Resources Office will be responsible for obtaining the necessary paperwork from the potential employees in order to complete the background check.  Results of the check will only be shared with appropriate individuals who have a need to know such information.  Human Resources will also perform a check on the U.S. Department of Justice’s National Sex Offender registry.

6.
Offers and Appointments

All offers for employment are made by the Human Resources Office unless otherwise authorized by the Director of Human Resources.   Upon acceptance of the position, a formal appointment letter will be sent by the Human Resources Office.
7.
Personnel Action Form

After an offer and acceptance of employment, a Personnel Action 

Form completes the recruiting/hiring process.  This

form will be completed by the Human Resources Office and must be 


signed by the hiring department.  After appropriate

approvals have been obtained, the completed and signed form must be returned to the Human Resources department.

The steps to follow in completing the form are as follows:

Step 1.
Verify the Employee Data section.  Including the employee’s name, your department and the departmental telephone number.

Step 2.
Verify that the appropriate action being taken is checked and the effective dates and the name of the individual being replaced, if any is correct.
Step 3.
Verify the Job Data section.

Step 4.
Verify the Pay Distribution section by including the budget number to which this position should be charged.  If pay for the position should be split between different budget lines, this information should be included here.
Step 5.
Route for the necessary approvals.

Step 6.
Return the completed and signed form to the Human Resources Office.

APPENDIX A

EMPLOYMENT OBJECTIVES
The employment objectives of Saint Mary’s College are to select and retain personnel with high standards of performance and appropriate experience, education and training.  In addition, Saint Mary’s College strives to hire employees committed to contributing to the continued excellence of the institution.


EQUAL OPPORTUNITY EMPLOYMENT
Saint Mary’s College, founded and sponsored by the Sisters of the Holy Cross, an order of the Roman Catholic Church, was chartered as an institution for women as a Catholic witness in higher education.  It has continued to adhere to that focus and mission.  As a Catholic institution, the College reaffirms its mission and philosophy which call for a modeling of social justice and Christian principles in our personnel policies and practices.
All College policies, practices, and procedures are administered in a manner consistent with our Catholic identity.  With the foregoing understanding, Saint Mary’s College will not engage in discrimination based on gender, race, national origin, religion, age, mental or physical disability, all as provided by law.   Based on Catholic values, the College also commits to avoiding discrimination based on sexual or political orientation.

APPOINTMENT 
Vacancy announcements and advertisements are initiated through the Human Resources Office.  The administrator in the appropriate area, with consultation, screens candidates for administrative positions.  Interviewing and hiring proceed according to principles and procedures of shared governance outlined in the Governance Manual.  Following the decision to hire, the Human Resources Office issues a letter of appointment.

PROMOTIONS
A promotion is a movement to a job at a higher salary or wage grade level.  Whenever possible, vacant positions will be filled by promoting qualified current employees.  Position vacancy notices are posted in the Human Resources Department and are circulated throughout the College.  Employees who meet the qualifications of the position and are interested in the higher level position should apply at the Human Resources Office.  The person selected to fill the vacancy will be chosen on the basis of appropriate education and experience, demonstrated work performance, and potential to perform successfully in the higher-rated position
DIVERSITY HIRING POLICY

The College will strengthen and develop recruiting sources likely to yield a pool of candidates from historically underrepresented racial and ethnic minority groups. The Human Resources Office will assist in recruiting qualified applicants for all non-faculty positions in cooperation with the department that has the open position, and will make special efforts to assist in developing such a pool. In faculty searches, Human Resources will assist in obtaining information about the applicant pool.  It is the responsibility of the academic department to make special efforts to develop such a pool. 

Steps must be taken to ensure that efforts to reach historically underrepresented racial and ethnic minority groups are successful. Examples of approaches used as part of the College’s advertising practices might be the use of media directed to appropriate minority groups or the placement of advertisements of open positions in those professional journals and job registries that will broaden the applicant pool. 

The promotion, transfer, and filling of temporary openings are based on an employee’s qualifications, including ability to perform the work and service and are considered in a manner consistent with our Catholic identity and our non-discrimination policy. To ensure equal opportunity for promotion, the College will post internally the availability of open non-faculty positions so that all interested individuals can be considered.

When forming a search committee, efforts must be made to include, when possible, members of historically underrepresented racial and ethnic minority groups.  In all cases, the search committee will utilize methods most likely to result in the inclusion of qualified individuals from historically underrepresented racial and ethnic minority groups in the on-campus interview pool.

Information about the College’s non-discrimination policy and diversity hiring policies will be communicated periodically and at least once a year to the College community through College publications and other media. To ensure awareness, understanding, and aggressive, meaningful, and effective implementation, the subject of non-discrimination and diversity will continue to have high priority.  The policy and resulting initiatives will be discussed at appropriate management and supervisory meetings and during new employee orientation programs.  It will be an item on the agenda of the President’s Cabinet, other management, and supervisory meetings at least once per year and more frequently if appropriate.

All College employment advertisements must include the phrase “Saint Mary’s College is an Equal Opportunity Employer.  In keeping with the College’s mission, Saint Mary’s is committed to increasing racial and ethnic diversity at all levels—students, faculty, and staff—and seeks applications from candidates who share this commitment.”
Campus interviews are not to be scheduled until documentation substantiating that

all appropriate efforts were made to produce an on-campus interview pool inclusive 
of historically underrepresented racial and ethnic minority groups is approved

by the Provost/Senior Vice President of Academic Affairs or the Dean of Faculty

for a faculty position, and the appropriate Vice President for non-faculty positions.  

This is done by completing the Saint Mary’s College Diversity Report Form (Appendix B) and having it returned to the Human Resources office.  

Faculty departments must provide a list of candidates to Human Resources throughout the search so the Saint Mary’s College Applicant Survey Form (Appendix D) can be mailed out.  Human Resources will send the survey out as applications/resumes are received for administrative and hourly positions.
APPENDIX B
[image: image2.png]Saint Mar&;”s College

NOTRE DAME - INDIANA




SAINT MARY’S COLLEGE DIVERSITY REPORT FORM 

THIS FORM MUST BE COMPLETED AND RETURNED TO HUMAN RESOURCES BEFORE FINAL CAMPUS INTERVIEWS ARE SCHEDULED.

To forward our institutional commitment to inclusive excellence in hiring, President Mooney has asked that proposed on-campus interview pools that do not include at least one candidate from a historically underrepresented race, ethnicity, or nationality, be approved by your Vice President or Provost  documenting that they were provided substantiation  that all appropriate efforts were made to produce a diverse pool.   This form therefore represents the opportunity to document the anticipated diversity of the proposed on-campus pool, and if none is anticipated, that efforts were taken to attract a diverse pool, so that the interview invitations can be approved.
Please note that it is well understood that the information available to us about these characteristics in searches are incomplete perceptions,  that this policy in no way requires that anyone unqualified should be interviewed, and says nothing whatsoever about the actual hiring phase, but rather relates only to the interview invitation phase.   
To Be Completed by the Supervisor, Chair or Search Committee Chair:

	POSITION TITLE:

	DATE POSITION OPENED :                                                                          


RECRUITING SOURCES 

	ADVERTISING:

	PROFESSIONAL ORGANIZATIONS:

	MINORITY GROUPS/ORGANIZATIONS:

	WOMEN’S GROUPS/ORGANIZATIONS:

	VETERAN’S ORGANIZATIONS:

	DISABLED GROUPS/ORGANIZATIONS:

	PERSONAL CONTACTS:


MEMBERS OF INTERVIEW TEAM (Indicate Chairperson)

	NAME
	POSITION

	
	

	
	

	
	

	
	

	
	


LIST OF THE CANDIDATES YOU PROPOSE FOR AN ON CAMPUS INTERVIEW

	NAME
	IS THIS CANDIDATE PERCEIVED TO BE IN AN UNDERREPRESENTED GROUP (YES OR NO)
	INDICATE TYPE OF PRE-INTERVIEW (PHONE, SKYPE, ETC) IF APPLICABLE

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


IF NONE OF THE CANDIDATES ABOVE ARE PERCEIVED TO BE FROM AN UNDERREPRESENTED GROUP, PLEASE LIST THE NEXT 3-5 QUALIFIED CANDIDATES FROM UNDERREPRESENTED GROUPS AND STATE WHY THEY WERE NOT CHOSEN FOR AN INTERVIEW:

	NAME
	IS THIS CANDIDATE PERCEIVED TO BE IN AN UNDERREPRESENTED GROUP (YES OR NO)
	WHY WERE THEY NOT INTERVIEWED  

	
	
	

	
	
	

	
	
	


SAINT MARY’S COLLEGE DIVERSITY REPORT FORM 

* Please request this information from Human Resources prior to getting Vice President/Provost approval *

	
	APPLICATIONS RECEIVED (#)
	PRE-INTERVIEWED CANDIDATES (#) 

* if applicable *

	
	Male
	Female
	Male
	Female

	TOTAL
	
	
	
	

	  White
	
	
	
	

	  African American
	
	
	
	

	  Hispanic
	
	
	
	

	  Asian Pacific Islander
	
	
	
	

	  American Indian
	
	
	
	

	  Multi-racial
	
	
	
	

	  Other
	
	
	
	


Please complete if known:

	VETERAN
	
	
	
	

	DISABLED
	
	
	
	


	THE INFORMATION PROVIDED ABOVE IS ACCURATE AND REPRESENTATIVE OF THE CIRCUMSTANCES
	Supervisor/COMMITTEE CHAIR:


	DATE:

	I HAVE REVIEWED THE INFORMATION PROVIDED ABOVE AND APPROVE THESE FINALISTS 
	VICE PRESIDENT/PROVOST:


	DATE:


* This section is to be completed by Human Resources after a candidate has been selected *

	
	FINALISTS CAMPUS INTERVIEWED (#)
	CANDIDATES TO WHOM OFFER EXTENDED (#)
	CANDIDATE ACCEPTING OFFER (#)

	
	Male
	Female
	Male
	Female
	Male
	Female

	TOTAL
	
	
	
	
	
	

	  White
	
	
	
	
	
	

	  African American
	
	
	
	
	
	

	  Hispanic
	
	
	
	
	
	

	  Asian Pacific Islander
	
	
	
	
	
	

	  American Indian
	
	
	
	
	
	

	  Multi-racial
	
	
	
	
	
	

	  Other
	
	
	
	
	
	


Please complete if known:

	VETERAN
	
	
	
	
	
	

	DISABLED
	
	
	
	
	
	


	Prepared by:


	Date Position Closed:


SMC/HR/FORMS 12/2013

APPENDIX C
Diversity Recruitment Resources
The following list is provided to serve as a guide for expanding recruitment efforts to create the most diverse candidate pool possible.  It is not intended to be all-inclusive or the only source for diversity recruitment efforts.

African-American

Diverse Issues in Higher Education:   www.diverseeducation.com
Historically Black Colleges and Universities, both national and regional: 

 www.hbcu-central.com
Women
Women in Higher Education:  www.wihe.com
Women in Sciences and Engineering Network:  www.wise.sunysb.edu
Hispanic/Latino
Hispanic Outlook in Higher Education:  www.hispanicoutlook.com
The Voice of Hispanic Higher Education:  www.hacu.net
Asian/Pacific Islander

Association for Asian Studies

825 Vicotrs Way, Suite 310
Ann Arbor, MI  48109

HAAPIjobs.com (Hiring Asian American Pacific Islanders)

5025 N. Central Avenue #210

Phoenix, AZ 85012

Christine@haapijobs.com
Native American
National Indiana Education Association

1514 P Street, NW (Rear) Suite 8
Washington, DC 20005

202-544-7290

Fax:  202-544-7293

www.niea.org
The Tribal Employment Newsletter:  www.nativejobs.com
Indian Country Today:  www.indiancountry.com
Native American Resources:  www.hanksville.org/NAresources/
American Indian Culture & Research Journal

UCLA American Indian Studies Center

3220 Campbell Hall
Los Angeles, 90095-1548

310-206-7508
Minority Groups (All-Inclusive)
Affirmative Action Register:  www.aar-eeo.com
Equal Opportunity Publication, Inc.:  www.eop.com
The Association of American Colleges & Universities

American Commitments Projects Diversity/Web

1818 R. Street, NW

Washington, DC  20009

www.aacu.org
APPENDIX D
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	APPLICANT INFORMATION

	Dear Applicant:

We have received notification of your application for employment with Saint Mary’s College.  Through its commitment to equal opportunity, Saint Mary’s College endeavors to promote diversity on campus.  The information requested on this form is to be used for the purpose of evaluating the College’s success in reaching and encouraging under-represented populations in applying for employment opportunities at Saint Mary’s College.

Saint Mary’s College has instituted safeguards to ensure the complete confidentiality and anonymity of this information.  This form will be retained separate from your application and/or resume in the Human Resources Office.  The individual department posting the position will not be provided with any of the specific information you provide.  In addition, only the aggregate data will be reported to the hiring department.  Completion of this survey is strictly voluntary and will not affect the status of your application.  Thank you for your assistance.

	Name of Applicant (Last)                                               (First)                                                     (Middle)
​​​​​__________________________________________________________________________________________________

Position Applying For:

	Ethnicity (See below for definitions)
  □  Yes, Spanish/Hispanic/Latino
	□  No, Not Spanish/Hispanic/Latino

	Race (Check all which apply)
  □  Black or African American

  □  Asian
	□ American Indian or Alaska Native

□ White
	□  Native Hawaiian or other Pacific Islander

	Sex
	US Veteran Status (See below for definitions)
	Disability
	Age

	  □  Female

  □  Male
	  □  None
	□  Vietnam Era
	  □  Yes
	     □  Under 40

	
	  □  Disabled Veteran
	□  Other Eligible Veteran
	  □  No
	     □  40 and over

	Definitions

Hispanic or Latino or Spanish Origin:  means a person with origins of Mexican, Puerto Rican, Cuban, Central or South American, or other Spanish Culture or origin, regardless of race.

American Indian or Alaska Native:  means person with origins in any of the original peoples or North America and South America (including Central America) and who maintains tribal affiliation or has community recognition as an American Indian or Alaska Native.

Asian:  means a person with origins in any of the original peoples of the Far East, Southeast Asia, or the Indian Subcontinent, including, for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand and Vietnam.

Native Hawaiian or Other Pacific Islander:  (race) means a person having origins in any of the original peoples of Hawaii, Guam, Samoa, or other Pacific Islands.  (Native Hawaiian does not include individuals who are native to the state of Hawaii by virtue of being born there.)

Black or African American:  means a person with origins in any of the Black racial groups of Africa.

White:  means a person having origins in any of the original peoples of Europe, the Middle East, or North Africa.

Female:  A female applicant.

Age 40 and Over:  An applicant who is at least 40 years of age.

Vietnam Era Veteran:  An applicant who: (a) served on active duty for a period of more than 180 days, and was discharged or released therefrom with other than a dishonorable discharge, if any part of such active duty occurred (i) in the Republic of Vietnam between February 28, 1961 and May 7, 1975 or (ii) between August 5, 1964 and May 7, 1975, in all other cases; (b) was discharged or released from active duty for a service-connected disability if any part of such activity was performed during the times and places specified under (a).

Disabled Veteran:  An applicant entitled to disability compensation under Veterans Administration for a disability rate of 30% or more, or whose discharge/release from active duty was for a disability incurred or aggravated in the line of duty.

Other Eligible Veteran:  Served on active duty during a war or in a campaign or expedition for which a campaign badge has been authorized.
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(Return Address)



Saint Mary’s College



Human Resources
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APPLICANT SURVEY FORM


(Completion of this survey is voluntary and confidential)


Human Resources Office











PLACE LABEL HERE
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