UNIVERSITY OF NORTHERN COLORADO

HIRING PROCESS OPTIONS
Below is a description of the different types of hiring processes, the pros and cons of each, and required forms that apply to each.  Please note that any position whose salary request is over $75,000 will require an additional cover memo to the President indicating the reason for the specific salary request.
Direct Appointment Process

In a Direct Appointment Search, the hiring authority decides to appoint an individual to the position.  No search as such is conducted.  

Pros: 

· Using a Direct Appointment is quick because there is no search process.

· This process can be used when succession planning has been in place, and the direct subordinate has been trained and is qualified to “step in” the position.

· This process can be useful when there are specific, specialized qualifications that must be met.

Cons

· The hiring authority must get approval via the Request for Direct Appointment form and Presidential Approval form if the salary is over $75,000.

· The hiring decision may be perceived as bias.
· The decision may not receive “buy in” from those who work for or with the candidate.

· This process lessens the opportunity to fully search for qualified candidates that might actually be better suited for the position long term.

Forms Required:

· Administrative/Professional Exempt Position Description Questionnaire (PDQ) PDF / WORD 
· Position Authorization Form (PAF) PDF / WORD 

· Presidential Approval if over $75,000 PDF 
· Request for Direct Appointment Form PDF / WORD 

· Resume of applicant 
Independent Review Process 

In an Independent Review, the hiring authority receives all applicant files and personally reviews them to narrow the applicant pool to a short list.  Those on the short list may be interviewed via telephone or in person by the hiring authority and/or others deemed a part of the hiring decision.  The hiring authority is responsible for ensuring compliance with the University’s commitment to diversity.

Pros:

· May take less time than convening a committee and working with their schedules.

· Hiring authority has more control over the process and knows specific qualities required of the job.
Cons:

· Hiring authority must determine if hiring pool is diverse enough.

· Hiring authority does all work associated with hiring process; therefore it can consume a great deal of time personally for the hiring authority.

· Hiring authority’s decision may be perceived as biased.
· The decision may not receive “buy in” from those who work for or with the candidate.

· Because only the hiring authority reviews the initial applicant files, there may be a predisposition to select only a certain types of candidates instead a broader range of applicants who might be better for the position.

· The hiring authority will still have to do much of the interview and associated follow-up work.

Forms Required:

· Administrative/Professional Exempt Position Description Questionnaire PDF / WORD 

· Position Authorization Form (PAF) PDF / WORD 

· Vacancy Announcement PDF / WORD 

· Presidential Approval if over $75,000 PDF 

· Recruitment Plan WORD 

· Applicant Check List Form PDF / WORD 

· Screening Criteria WORD
· Reference Release Form  

· Candidate Exit Interview Information PDF / WORD 

· Closing/Contract Offer Form PDF / WORD
Screening Committee Process 

When selecting a screening committee, the hiring authority may appoint a committee of one to three members to review all applicant files and screen for minimum qualifications.  The committee then refers only those files of applicants who successfully meet those minimum qualifications to the hiring authority.  The hiring authority is responsible for ensuring compliance with the University’s commitment to diversity.
Pros:

· A committee can interpret and view qualifications differently than the hiring authority, which may provide for a wider range of qualified candidates.

· The committee will do the screening, which frees up the hiring authority’s time.

· There may be less perceived bias and better “buy-in” from those who will work for or with the candidate.

Cons:

· The process may take longer than an Independent Review or Direct Appointment.

· The hiring authority will still have to do much of the interview and associated follow-up work.

Forms Required:

· Administrative/Professional Exempt Position Description Questionnaire PDF / WORD 

· Position Authorization Form (PAF) PDF / WORD 

· Vacancy Announcement PDF / WORD 

· Presidential Approval if over $75,000 PDF 
· Recruitment Plan WORD 
· Charge for Search WORD 

· Applicant Check List Form PDF / WORD 

· Screening Criteria WORD 

· Search Chair AA/EO Check Off List PDF / WORD 

· Reference Release Form

· Candidate Exit Interview Information PDF / WORD 

· Closing/Contract Offer Form PDF / WORD
Search Committee Process 

When selecting a search committee, the hiring authority may appoint a committee of three to five members to review all applicant files and screen for minimum qualifications.  One of the committee members will serve as the chairperson.  The committee should also have a separate AA/EO member who does not participate in the process, but reviews the process to ensure compliance with the University’s commitment to diversity.    The hiring authority may charge the committee to perform any or all aspects of a search, except for making the final selection.  The committee may screen, interview and refer applicants who successfully meet those minimum qualifications to the hiring authority, although the hiring authority still retains the right to consider any or all applicants.     

For more complete information on using a search committee, go to Search Committee Guidelines.

Pros:

· A committee can interpret and view qualifications differently than the hiring authority, which may provide for a wider range of qualified candidates.

· The committee may do the screening, hiring, and reference checks, which frees up the hiring authority’s time
· Helps eliminate the appearance of bias and may provide for better “buy-in” from those who will work for or with the candidate.

Cons:

· The process can be very lengthy.  
· Need to find staff members who are willing to serve on the committee.  
Forms Required:

· Administrative/Professional Exempt Position Description Questionnaire PDF / WORD 

· Position Authorization Form (PAF) PDF / WORD 

· Vacancy Announcement PDF / WORD 

· Presidential Approval if over $75,000 PDF 

· Recruitment Plan WORD 

· Charge for Search WORD 
· Hiring Checklist for Committee Searches  WORD
· Applicant Check List Form PDF / WORD 

· Screening Criteria WORD 

· Search Chair AA/EO Check Off List PDF / WORD 
· Reference Release Form 
· Candidate Exit Interview Information PDF / WORD 
· Closing/Contract Offer Form PDF / WORD
