Committee Formation, Job Announcement & Posting

Human Resources

FACULTY INCLUSIVE HIRING TOOLKIT 2021

Activity

Notify Deans of
Approved Positions

Activity Description

Once Chancellor's Staff has approved the faculty positions for the next
fiscal year HR will notify the deans. See Hiring FAQs and timeline.

Est Time

1dy

Dean

Committee
Formation

The dean will form the hiring committee in compliance with the
Tenure-Track Hiring Policy and Title 5.

Establish a diverse and culturally competent hiring committee, include
other groups (faculty, staff, and management) and encourage
committee to attend cultural competence trainings.

The dean will provide HR with the list of committee members and HR
will verify training status.

5 dy

Dean

Develop Job
Announcement

Schedule a meeting with the hiring committee (see committee
agenda), review hiring policy, committee guidelines and identify the
committee chair and EEO representative.

Clearly outline the role of the EEO Representative and encourage
participation from someone who is willing to speak up and ensure that
no candidate is unlawfully discriminated against. Review the EEO
Checklist with the committee.

View “Check Your Bias” video and discuss implicit bias and the
importance of being fair and impartial.

Develop the job announcement, desirable qualifications, “about
us”(optional) and sign Confidentiality Agreements.

Identify desirable qualifications that do not cause adverse impact or
deter applicants from applying. They must include at least one
desirable qualification related to diversity, inclusion, and equity that is
specific to the position.

Provide HR with the names of chair/EEO representative, job
announcement, and signed Confidentiality Agreements.

5dy

Chair

Job Announcement
Deadline

Deadline to submit job announcement to Human Resources is TBD.

Human Resources

Review Job
Announcement

HR will review job announcement for inclusive language and
compliance and notify the chair if any changes are required.

5dy

Human Resources

Draft
Announcement in
PeopleAdmin

HR will draft the job announcement in PeopleAdmin and send it to the
chair for final review.

2 dy
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https://mg.nocccd.edu/documents/20381/203292402/Hiring+FAQs.pdf/341246cd-a7be-4814-86df-d9bf366047d2
https://mg.nocccd.edu/documents/20381/203292402/FT+Faculty+Hiring+Calendar/0ed4cce4-d25e-4aa2-b338-d7ca70d08d05
https://www.nocccd.edu/files/3004_93523.pdf
https://govt.westlaw.com/calregs/Document/IF3194F15B5C344F3AF9380D3BDCDE80C?viewType=FullText&originationContext=documenttoc&transitionType=CategoryPageItem&contextData=(sc.Default)&bhcp=1
https://mg.nocccd.edu/documents/20381/203292402/Instructional+Positions+21-22/3d05f2a6-ba79-40b1-b908-e046f0175ea2
https://mg.nocccd.edu/documents/20381/203292402/Committee+Meeting+Agenda/f07eecd7-b43b-4da2-a604-507b9377b4c0
https://mg.nocccd.edu/documents/20381/203292402/Committee+Meeting+Agenda/f07eecd7-b43b-4da2-a604-507b9377b4c0
https://mg.nocccd.edu/documents/20381/203292402/Reminders+for+Committee+Chair.doc/7e0597d2-7822-49bb-b9dc-f336e632fba8
https://mg.nocccd.edu/documents/20381/203292402/EEO+Representative+Guidelines+10.18.18.docx/f707b47a-f2ca-47e7-a17a-73c0fc8b552c
https://mg.nocccd.edu/documents/20381/203292402/EEO+Rep+Check+List.pdf/3bee1325-a790-488d-ad01-e61c2b0c2e31
https://www.youtube.com/watch?v=31Z_FSeLjtk&feature=youtu.be&list=PLh1qDCupymDpjarvh0XanaNWlejd_jMFT
https://mg.nocccd.edu/documents/20381/203292402/Bias+Handout.pdf/ae929c3d-dcc5-426c-ac55-c380b604a183
https://mg.nocccd.edu/documents/20381/203292402/Faculty+Job+Announcement+Template+2021/9f1827fb-6740-491e-b1ea-03f2f4c03506
https://mg.nocccd.edu/documents/20381/203292402/Desirable+Qualifications.docx/a8df3189-5021-46f8-ae0a-0c9c45bcbfd4
https://mg.nocccd.edu/documents/20381/203292402/About+Us+Samples/8cd4cd99-2721-4a53-9a7c-3ee92283677a
https://mg.nocccd.edu/documents/20381/203292402/About+Us+Samples/8cd4cd99-2721-4a53-9a7c-3ee92283677a
https://mg.nocccd.edu/documents/20381/203292402/Confidentiality+Agreement+Electronic+Signature/0dbfd98a-e911-4aad-8a5b-7d9f9dca73e6
https://mg.nocccd.edu/documents/20381/203292402/Diversity+Qualifications+and+Sample+Language/8878c133-0c3e-4ad1-b463-42ab0a4376c6
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|:| Review Job Review and approve the job announcement in PeopleAdmin.
Chair Announcement in | Identify diverse networks to advertise the position (listserves, social 2 dy
PeopleAdmin media platforms and individual outreach).

Human Resources will post the job announcement. Please refer to the
Human |:| Post Announcement | closing date schedule in the timeline.
Resources/Committee

. ldy
& Recruit Committee serves as recruitment ambassadors. Share the job

announcement to create a diverse applicant pool.

Activity Activity Description Est Time
All committee members must be current on training before creating 6 weeks;
hiring material. Managers and EEO representatives must complete the | concurrent
Committee O Complete Training | €xtensive 4 1/2 hour training. with
Committee members should complete the training before the job posting
announcement closing date. period

Chair will schedule a meeting with the hiring committee (see
committee agenda).

Committee will collaboratively develop interview questions using the

|:| c Hiri template (Must include diversity), screening criteria and performance
- Chair/Committee reate '|r|ng test(s) (Optional). See prohibited questions. 5dy
o Material - - - - - -
% Incorporate behavioral based and equity minded interview questions
0 that relate to identified core competencies.
°2 Chair will submit all hiring material to HR for approval.
o
Review Hirin HR will review all hiring material and may provide recommendations
@ Human Resources O ring & yP 2 dy
Material for changes.
. . ) Certify Applicant iti i i i
Diversity Office ] pp Once the p05|t|0r.1 cI(?s.es, applicant pooI.W|II be re\./lewgd and 2 dy
Pool compared to availability data to ensure it meets diversity standards.
. .| Once the applicant pool is certified, HR will provide the chair with the
Notify Deans & Chair pp P . P I
Human Resources ] . . demographic data, a pre-screening template, and notification that pre- 1dy
to Begin Screening . .
screening may begin.
The committee chair, in consultation with at least one representative
. from the committee selected by the faculty members of the
Chair D Pre-Screen y ¥ 10 dy

committee, will examine each applicant's materials for completeness
and evidence of compliance with the minimum qualifications as
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https://mg.nocccd.edu/documents/20381/203292402/FT+Faculty+Hiring+Calendar/0ed4cce4-d25e-4aa2-b338-d7ca70d08d05
https://mg.nocccd.edu/documents/20381/203292402/Where+to+Share+Checklist/8a4fc36b-f613-49c7-94d3-b90a05b6bce9
https://mg.nocccd.edu/documents/20381/203292402/Where+to+Share+Checklist/8a4fc36b-f613-49c7-94d3-b90a05b6bce9
https://mg.nocccd.edu/documents/20381/203292402/Committee+Meeting+Agenda+2/90158f58-c415-4ee3-983f-8f190bc3828b
https://mg.nocccd.edu/documents/20381/203292402/Developing+Interview+Questions/4cc9f886-3588-4d8b-b782-5139a15e273e
https://mg.nocccd.edu/documents/20381/203292402/Interview+Template.docx/2a21bba7-a33b-4c7b-8889-00ca8f20f425
https://mg.nocccd.edu/documents/20381/203292402/Diversity+Qualifications+and+Sample+Language/8878c133-0c3e-4ad1-b463-42ab0a4376c6
https://mg.nocccd.edu/documents/20381/203292402/Applicant+Screening+Criteria+Template.docx/a2b07910-ec3c-4232-83d2-185bda4f83bd
https://mg.nocccd.edu/documents/20381/203292402/Prohibited+Questions.docx/ac2b2d34-5275-4803-b033-95a612bea4f7
https://mg.nocccd.edu/documents/20381/203292402/Behavioral+Interview+Questions+for+High+Potential+Candidates.pdf/51e536bc-5127-42ea-a6a7-9952e109d64b
https://mg.nocccd.edu/documents/20381/203292402/Sample+Behavioral+Interview+Questions.docx/e3f32194-a737-445c-9ba5-dada12db21e2
https://mg.nocccd.edu/documents/20381/203292402/Sample+Equity+Minded+Interview+Questions+4.18.18.docx/a6551911-08e0-4ea0-a9bc-9865fd47f3b6
https://www.aacc.nche.edu/wp-content/uploads/2018/11/AACC2018Competencies_111618_FINAL.pdf
https://mg.nocccd.edu/documents/20381/203292402/SHRM+HR+Competency+Model.pdf/229ec0b7-97c4-4632-8286-9cac504df47c
https://mg.nocccd.edu/documents/20381/203292402/Title+IV+and+EEOC+Rule/937a16ef-c5c6-47ab-a148-1f6457baedec
https://mg.nocccd.edu/documents/20381/203292402/Pre-Screen+Template.xlsx/eccb69bf-45b6-41e0-9d94-c418680756a4
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advertised in the job announcement. (See Complete Application
Guide).

Be fair, consistent and impartial.

Email the completed pre-screen template to Lizeth Sanchez.
Applicants who are screened out must be highlighted “Yellow.” The
spreadsheet must provide the names of those conducting the pre-
screening and the reason an applicant was screened out in the
“Comment” box.

Human Resources

Update Workflows
in PeopleAdmin

Once the spreadsheet has been received, HR will ensure the hiring
committee is current on training, Confidentiality Agreements are on
file and that all hiring material has been submitted and approved by
Human Resources.

If these conditions are met, HR will update the workflows and notify
the chair so that the committee can evaluate the applicants that were
not screened out.

2 dy

Chair/Committee

Evaluate Applicants
& Identify Interview
Candidates

All applicants in the "Evaluate Candidates" workflow will be evaluated
in PeopleAdmin. Reference the Chair and Committee User Guides.

Screen applications based on the contents of the application materials.

Review “How to Assess the Response to the Diversity Minimum
Qualification” and “NOCCCD Guide to Making a Hiring Decision.”
Check your implicit bias.

The chair will ensure all evaluations are entered in PeopleAdmin.

Once all applicants are evaluated in PeopleAdmin, the chair will set up
a meeting to discuss evaluations and select interview candidates.

Discuss implicit bias when selecting or eliminating interview
candidates. Consider interviewing 12 or more candidates. Discuss
phone interviews as an option to broaden interview pool.

Submit interview candidates to HR for approval.

5-10 dy

Human Resources
/Diversity Office

Review of Interview
Candidates

Review interview candidates’ demographics to ensure there is no
indication of adverse impact.

Review applicants for 19s, criminal convictions, nepotism policy,
minimum qualifications and completeness.

5dy
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https://mg.nocccd.edu/documents/20381/203292402/Complete+Application+Guidelines/81fb4716-d92a-4af9-ba2c-7306d3b43dad
https://mg.nocccd.edu/documents/20381/203292402/Complete+Application+Guidelines/81fb4716-d92a-4af9-ba2c-7306d3b43dad
https://mg.nocccd.edu/documents/20381/203292402/Pre-Screen+Template.xlsx/eccb69bf-45b6-41e0-9d94-c418680756a4
https://mg.nocccd.edu/documents/20381/203292402/Screening+Committee+Guide_20/e1e10c3d-659c-439f-9a1a-4f0e91e614d1
https://mg.nocccd.edu/documents/20381/203292402/Screening+Committee+Chair+Guide_2020/8a64de3e-7a64-44d6-9a9e-f8c2dad140db
https://mg.nocccd.edu/documents/20381/203292402/Diversity+Qualifications+and+Sample+Language/8878c133-0c3e-4ad1-b463-42ab0a4376c6
https://mg.nocccd.edu/documents/20381/203292402/Diversity+Qualifications+and+Sample+Language/8878c133-0c3e-4ad1-b463-42ab0a4376c6
https://mg.nocccd.edu/documents/20381/203292402/NOCCCD+Guide+To+Making+a+Hiring+Decision/1368166d-1cbe-4d4c-9bb1-c9171729a0c9
https://mg.nocccd.edu/documents/20381/203292402/Incorporating+Phone+Interviews/db69b024-0866-4ff2-a709-def5b01d44af
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If HR determines an applicant(s) does not meet the minimum
qualifications, the hiring committee will determine if they want to
submit the application(s) to the equivalency committee for review.

Applicants who do not meet minimum qualifications cannot interview
before their application(s) are reviewed by the equivalency committee
and determined equivalent.

Provide committee chair with the names of applicants that have been
cleared to interview and the names of applicants who require
equivalency review to advance to an interview.

Equivalency
Committee (Optional)

Equivalency
Committee Reviews
Application

Dean will provide HR with the name of the faculty member, in the
discipline area, that will attend the equivalency meeting to speak on
behalf of the application(s). If a faculty member is not provided, a
decision will be made based on the content of the application
materials.

Equivalency Committee will review application materials and
determine if an applicant has equivalent qualifications.

HR will notify the chair of the equivalency committee review outcome.

5-10 dy

Chair

Schedule/Conduct
1st Interview

Schedule interviews.

Provide HR with the list of applicants confirmed for first level
interviews. HR will then move these applicants to the “1% Interview”
workflow. Applicants who declined an interview will be placed in the
“Applicant declined interview” workflow and all other applicants will
be notified that they were not selected.

Interview applicants and evaluate based on responses to the oral
interview questions and performance test. Write down information
that contributes to your numerical assessments.

Check your implicit bias. Review “NOCCCD Guide to Making a Hiring
Decision.” Identify finalists and submit names to HR for approval.

5-10 dy

Human
Resources/Diversity
Office

Review Finalists

Review finalist candidates’ demographics, and application materials to
ensure there’s no indication of adverse impact and diversity minimum
qualifications are met.

Notify chair once the applicants have been cleared to proceed or if
additional action is required.

5dy

Chair

Schedule Finalist
Interviews

Schedule final level interviews and notify finalists that references will
be contacted.

3dy
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https://mg.nocccd.edu/documents/20381/203292402/Equivalency+Meeting+Schedule/ed37fe00-1fb8-4d2f-b8c3-0334558d5c0f
https://mg.nocccd.edu/documents/20381/203292402/Equivalency+Meeting+Schedule/ed37fe00-1fb8-4d2f-b8c3-0334558d5c0f
https://www.nocccd.edu/files/7210-1apfinalreviseddcc-2017-09-25_51521.pdf
https://mg.nocccd.edu/documents/20381/203292402/NOCCCD+Guide+To+Making+a+Hiring+Decision/1368166d-1cbe-4d4c-9bb1-c9171729a0c9
https://mg.nocccd.edu/documents/20381/203292402/NOCCCD+Guide+To+Making+a+Hiring+Decision/1368166d-1cbe-4d4c-9bb1-c9171729a0c9
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After finalist interviews are confirmed, communicate with 1% level
interview candidates who do not advance to second level interviews.

The list of confirmed finalists will be provided to Human Resources and
applicants will be moved to the “Reference Check” workflow. When
applicants are placed in this workflow, an electronic reference is
automatically sent out to the references the applicant listed in his/her
application.

President/Provost

Owner

Dean

Conduct Finalist
Interviews

Activity

Hire

Conduct finalist interviews. Discuss implicit bias when selecting or
eliminating candidates from consideration. Reference “NOCCCD Guide
to Making a Hiring Decision.”

You are required to speak to a current or most recent supervisor and
fill out the supervisor reference form. All references must be
completed before making a conditional offer of employment. Check
you implicit bias.

Contact the selected applicant and make a contingent offer of
employment. Provide applicant with the Initial Salary Placement
document to assist with questions or have them contact Human
Resources.

Once the finalist accepts the offer of employment, verbally notify the
finalists who were not selected.

Notify HR so that workflows can be updated in PeopleAdmin.

12 dy

2-5dy

Dean

Recommendation
for Employment of
Certificated
Personnel

A Recommendation for Employment of Certificated Personnel must be
complete and routed for approval along with the employment
application, references and forwarded to Human Resources.

All hiring material must be submitted to HR.

5dy

Human Resources

Board Agenda

The finalist will be placed on the Board Agenda for Approval.

Varies

Human Resources

Contact employee to discuss initial salary placement and request
employment verification.

60 dy
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https://mg.nocccd.edu/documents/20381/203292402/Communication+to+Candidates+During+the+Search+Process.docx/4445f2f5-825c-400c-85f2-c7f5ab506524
https://mg.nocccd.edu/documents/20381/203292402/Communication+to+Candidates+During+the+Search+Process.docx/4445f2f5-825c-400c-85f2-c7f5ab506524
https://mg.nocccd.edu/documents/20381/203292402/NOCCCD+Guide+To+Making+a+Hiring+Decision/1368166d-1cbe-4d4c-9bb1-c9171729a0c9
https://mg.nocccd.edu/documents/20381/203292402/NOCCCD+Guide+To+Making+a+Hiring+Decision/1368166d-1cbe-4d4c-9bb1-c9171729a0c9
https://mg.nocccd.edu/documents/20381/203292402/Reference+Check+Instructions.pdf/5d37fae3-b91f-435d-b152-cab7d9ddc4ce
https://mg.nocccd.edu/documents/20381/203292402/Faculty+Reference+Form-Supervisor/65043155-7766-48f2-b880-b9c4481c79a9
https://mg.nocccd.edu/documents/20381/203292402/Initial+Salary+Placement.pdf/26cb4ece-3144-42a8-bff0-21ae699fb1c2
https://mg.nocccd.edu/documents/20381/203292402/Initial+Salary+Placement.pdf/26cb4ece-3144-42a8-bff0-21ae699fb1c2
https://mg.nocccd.edu/documents/20381/203292402/Communication+to+Candidates+During+the+Search+Process.docx/4445f2f5-825c-400c-85f2-c7f5ab506524
https://mg.nocccd.edu/documents/20381/203292402/Communication+to+Candidates+During+the+Search+Process.docx/4445f2f5-825c-400c-85f2-c7f5ab506524
https://mg.nocccd.edu/documents/20381/203292402/Recommendation+for+Cert+Personnel.docx/cc5a0ed9-6ed1-4f06-a46d-b1a7713b02ed
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Employee

Processing

Schedule a processing appointment to complete new hire forms and
complete a background check.

Notify the department once the employee has been processed.

ONBOARDING 6-12 Months
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https://mg.nocccd.edu/documents/20381/203292402/Onboarding+Checklist.docx/bfd0db0b-ae00-4d36-976f-3fcd33f9ef2f
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