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Objectivesj

Design and conduct an efficient and effectiveDesign and conduct an efficient and effective 
search that complies with all affirmative 
action/equal employment opportunity principles 

d l l i tand legal requirements
Recruit and hire the most qualified applicant for 
the positionthe position
Efficiently manage crucial steps in the search 
process



Overview
Minnesota State Colleges and Universities and Minnesota State 
University, Mankato utilize hiring practices designed to promote equal 

l t t iti f ll lifi d did t It i i t t temployment opportunities for all qualified candidates. It is important to 
recognize that these practices are not used to lower essential hiring 
qualifications or mandate hiring quotas based on gender, race or other 
protected class status. The University’s hiring practices are designed p y g p g
to afford all qualified applicants an equal chance to be evaluated on 
their merits without discrimination based on membership in a protected 
class.

The University is committed to a policy of non-discrimination and equal 
employment opportunity as documented in its Affirmative Action Plan. 
To that end the Office of Affirmative Action provides search training toTo that end, the Office of Affirmative Action provides search training to 
ensure consistency and fairness during the screening and selection 
process of new employees. The University believes that a diverse 
faculty is critical to optimizing its educational environment. 



Overview
Through its hiring process, Minnesota State Colleges and Universities
strives to increase opportunity by broadening the diversity of the applicant 

l d l ti ll lifi d did t i th l iti tpool and evaluating all qualified candidates using the same legitimate 
work-related criteria.  These hiring practices generally include:

Screening position descriptions and selection criteria to ensure 
the use of appropriate merit-based requirements;e use o app op a e e t based equ e e s;
Including a thoughtful review of essential qualifications and 
preferred criteria;
Comprehensive and inclusive advertising and recruiting 
efforts;
Special or targeted recruiting in addition to traditional methods;
Gender-neutral and culturally bias-free criteria in evaluating 
candidates.



Definitions

Equal Opportunity – review of employees and applicants for 
employment solely on their ability to perform the jobemployment solely on their ability to perform the job

Affirmative Action – a set of specific and result-oriented 
procedures that a federal/state contractor uses good faithprocedures that a federal/state contractor uses good faith 
efforts to achieve.   

Diversity – broadly defined includes, but is not limited to, y y , ,
demographic variables such as religion, color, gender, national 
origin, race, disability, sexual orientation, experiences, research 
interests, knowledge bases, and strengths.  



Definitions

Underutilization – employment of members of a race ethnic orUnderutilization employment of members of a race, ethnic, or 
gender group, including individuals with disabilities, in a job or 
job group at a rate below their availability in the applicable labor 
force.

Good Faith Effort - appropriate efforts taken to ensure that 
persons in underutilized groups as well as all others have 
knowledge of and access to the employment opportunity.  g p y pp y
Good faith effort includes recruitment strategies designed to 
reach women, minorities and individuals with disabilities for a 
job or job groups in which there is underutilization.



Role of the Office of 
Affi ti A tiAffirmative Action

The Office of Affirmative Action is the University's resource y
for all matters related to affirmative action and equal 
employment opportunity principles and is responsible for the 
enforcement of the University's non-discrimination 
obligation.
The Office of Affirmative Action facilitates affirmative action 
and equal employment opportunity based search trainingand equal employment opportunity based search training 
and is responsible for monitoring the recruitment and 
employment process for faculty and staff openings as 
dictated by the University’s Affirmative Action Plan.y y



Role of Human Resources

Human Resources is:
h U i i ' f i h ll h< the University's resource for managing the overall search process 
for consistent practice & equitability

< the contact for what steps need to be taken in order to request 
filling a position and all the way through the final offerfilling a position and all the way through the final offer

< a partner with the Office of Affirmative Action in conducting the 
mandatory search committee training sessions

< responsible to post, maintain and update the NeoGov applicantresponsible to post, maintain and update the NeoGov applicant 
tracking system

< responsible to work with the hiring authority and search committee 
to post advertisements

< the final reviewer for the selected candidate’s work experience and 
salary recommendation



Search Committee Structure

Consists of at least three members including the chair

Includes individuals with broad perspectives and diverse 
backgrounds 

Complies with search policies and procedures

E th t ll li t it bl id dEnsures that all applicants are equitably considered 

Avoids conflicts of interest

Maintains confidentiality throughout the process



Search Committee Charge:
Recruiting and Hiring the Most QualifiedRecruiting and Hiring the Most Qualified 

Applicant

The Office of Affirmative Action shares a goal with every 
search committee to recruit and hire the best qualified 
candidate for each position while keeping in mind that merit 

d ll b f d i ll f t f di itand excellence can be found in all facets of diversity.

This goal will be accomplished by providing equal 
l t t iti t ll lifi d d i t t demployment opportunities to all qualified and interested 

persons and by taking active steps to recruit and include 
members of underutilized groups in the candidate pool.  The 
search committee will consistently and fairly implement the y y
University’s search process to fill unclassified positions.



Search Committee MembersSearch Committee Members

As a member of a search committee your primaryAs a member of a search committee, your primary 
responsibility is to assist the hiring official in identifying 
the most qualified applicant for a particular position. 
Internal candidates must be evaluated in the same 

t l did tmanner as external candidates.
You are bound by the principles of non-discrimination 
which prescribe that each applicant’s qualifications be 
evaluated without regard to race color creed nationalevaluated without regard to race, color, creed, national 
origin, religion, sex, marital status, sexual orientation, 
age, disability, status in regard to public assistance, or 
membership or activity in a local human rights 

i icommission.  



Conflict of InterestConflict of Interest

Any search committee member who may have a conflict of 
interest, personal or professional, with any applicant should make 
the search committee chair aware of the situation as soon as it is 
known. The chair will make the determination as to how to 
proceed.  If the chair has a conflict of interest, he or she should 
notify the Dean/Vice President.



Confidentiality
Data privacy violations can create legal liability for both institutional and 
personal liability:  “Any person who willfully violates the provisions of this 
chapter or any rules adopted under this chapter is guilty of a misdemeanor.  p y p p g y
Willful violation of this chapter by any public employee constitutes just cause for 
suspension without pay or dismissal of the public employee.” Minnesota 
Statutes section 13.09.  In addition, the College could be subject to civil 
damages for violations of the data privacy requirements. g p y q
The Minnesota Government Data Practices Act (MGDPA) governs “personnel 
data” collected, created, received, maintained or disseminated by a 
governmental entity such as Minnesota State Colleges and Universities.  
Personnel data includes information on both applicants for positions andPersonnel data includes information on both applicants for positions and 
employees.  Minnesota Statutes sections 13.03, 13.43 
The identity of all applicants is private except for those who become finalists as 
defined by law.  Note that the search committee may use the term “finalist” in a 
diff t th th l d fi th t Th h h i i j tidifferent way than the law defines the term.  The search chair, in conjunction 
with human resources officials, is responsible for determining when an 
applicant is considered a finalist under the law.



Affirmative Action Plan Hiring Goals

Keep in mind your college or administrative unit’s Affirmative 
Action Plan hiring goals when developing your recruitmentAction Plan hiring goals when developing your recruitment  
plan. If there is underutilization, you are obligated to take 
aggressive efforts to recruit women, minorities and/or 
individuals with disabilities The University as a federal andindividuals with disabilities.  The University, as a federal and 
state contractor, is legally obligated to make good faith 
efforts to eliminate underutilization in its workforce.

Also remember that the University is committed to a search 
process that affords equal employment opportunity to all p q p y pp y
applicants and that complies with all affirmative action 
principles and legal requirements.



Workforce, Availability & Utilization AnalysesWorkforce, Availability & Utilization Analyses
20082008--20102010

ALL EMPLOYEES MINORITIES WOMEN Indi id als / DisabilitiesALL EMPLOYEES MINORITIES WOMEN Individuals w/ Disabilities

TOTAL MALE FEMALE
DISABI
LITY

MINORIT
IES

% IN 
GROUP

% 
AVAIL-

ABILITY

UNDER 
UTILIZED

% IN 
GROUP

% 
AVAIL-

ABILITY

UNDER 
UTILIZED

% IN 
GROUP

% 
AVAIL-

ABILITY

UNDER 
UTILIZED

Unclassified PositionsUnclassified Positions

President & VPs 20 11 9 0 4 20.0% 5.1% 0 NO 45.0% 37.8% 0 NO 0.0% 11.31% 2 YES

All Deans 13 6 7 0 1 7.7% 5.1% 0 NO 53.8% 37.8% 0 NO 0.0% 11.31% 1 YES

Administration 58 19 39 1 5 8.6% 5.1% 0 NO 67.2% 37.8% 0 NO 1.7% 11.31% 6 YES

Professionals 93 41 52 0 15 16.1% 8.0% 0 NO 55.9% 53.8% 0 NO 0.0% 10.88% 10 YES

Faculty

Allied Health & Nursing 73 18 55 1 6 8.2% 20.0% 9 YES 75.3% 46.3% 0 NO 1.4% 10.9% 7 YES

A t  d H iti 101 56 45 3 5 5.0% 20.0% 15 YES 44.6% 46.3% 2 YES 3.0% 10.9% 8 YESArts and Humanities 101 56 45 3 5 5.0% 20.0% 15 YES 44.6% 46.3% 2 YES 3.0% 10.9% 8 YES

Business 51 35 16 1 12 23.5% 20.0% 0 NO 31.4% 46.3% 8 YES 2.0% 10.9% 5 YES

Education 60 26 34 1 8 13.3% 20.0% 4 YES 56.7% 46.3% 0 NO 1.7% 10.9% 6 YES

Libraries 22 6 16 0 0 0.0% 20.0% 4 YES 72.7% 46.3% 0 NO 0.0% 10.9% 2 YES

Social/Behavioral  
Sciences

116 67 49 2 26 22.4% 20.0% 0 NO 42.2% 46.3% 5 YES 1.7% 10.9% 11 YES

Science, Engineering &
Technology

135 107 28 1 20 14.8% 20.0% 7 YES 20.7% 46.3% 35 YES 0.7% 10.9% 14 YES

Professional, Other 38 22 16 1 1 2.6% 20.0% 7 YES 42.1% 46.3% 2 YES 2.6% 10.9% 3 YES



Recruitment Plan

Explore diverse recruitment strategies 
Provide for broad extensive advertisement in journalsProvide for broad extensive advertisement in journals, 
newspapers, and electronic postings
Actively recruit students and alumni
Include contacting professional organizations in the privateInclude contacting professional organizations in the private 
sector as well as academic oriented organizations
Outline active recruiting steps such as utilizing conferences 
to network with potential job applicants from other colleges p j pp g
and universities
Utilize listservs, blogs and social networking sites

Be active recruiters!



Screening the Applications

Equitable treatment must be afforded to all applicants. 

Treat all applications (internal and external) consistently and fairly

Applications must only be evaluated on the pre-approved screening 
criteria found within the Job Posting 

Only present findings on the Screening Summary Report that reflect  
the qualifications found on the Job Posting!!



Reference Checks 

NeoGov application requires each applicant to provide three 
freferences.  

NeoGov contains a notification that MSU reserves the right to 
conduct blind reference checks.  Search Committees should 
decide whether they want to conduct blind reference checks.
Reference check questions should be taken from the 
qualifications listed on the Job Postingqualifications listed on the Job Posting.
Call applicant first before conducting reference checks to 
make sure they are still interested in the position.



SCREENING SUMMARY REPORT
Use of this form:

Finalist Approval: Fill in columns 1 through 6 and 8

APPLICANTS FOR 
(DEPARTMENT/POSITION): ________________________________________________________________________________

Finalist Approval:  Fill in columns 1 through 6, and 8
Offeree Approval:  Fill in column 7 and 8 (additions to Column 8 should be in BOLD type)

1 2 3 4 5 6 7 8
Applicant Name Does Not Meet 

Qualifications
Meets 
Qualifications

Not 
Selected 
for 
Interview

May be 
Selected for 
Interview 
(if others 
unavailable)

Selected for 
Interview

Forwarded 
as Potential 
Offeree to 
Hiring 
Official

Justification (must specify job related 
reasons for decision)
Acceptable response: Applicant  doesn’t 
have a Master’s degree in library science; 
doesn’t have at least 5 years managementunavailable) 

(include 
resume with 
documents)

Official  
(yes or no)

doesn t have at least 5 years management 
experience OR
Applicant has a Master’s degree in library 
science and 7 years management 
experience.
Unacceptable response: Applicant is not 

lifi d d ’t t i iqualified; doesn’t meet minimum 
qualifications. OR applicant is more 
qualified than others; meets all 
qualifications; better fit [not job related]



Finalist and Offeree

The Dean/VP, the Offices of Affirmative Action and Human 
Resources must approve the pool of finalists before candidates areResources must approve the pool of finalists before candidates are 
contacted to schedule potential interviews. 
The same is true of recommending an offer to the selected candidate; 
all appropriate offices m st sign off their appro al before an offer canall appropriate offices must sign off their approval before an offer can 
be made.  The hiring authority will be the one to extend the offer of 
employment as well as discuss other terms and conditions with the 
candidatecandidate. 
If you need to go back into the pool (Column 5 of the Summary 
Screening Form) to conduct additional interviews, the finalist approval 
form must be resubmitted with the new finalist list before theform must be resubmitted with the new finalist list before the 
additional interviews are conducted. 



Conducting the Interview
The interview is one of the most critical stages of the search process and offers 
the best opportunity for the search committee to evaluate an applicant. A core set 
of questions based solely on job-related criteria found within the Job Posting isof questions based solely on job related criteria found within the Job Posting is 
one way of ensuring that the process is equitable. 

The same questions should be asked of all candidates, which will allow 
comparati e e al ations hile ens ring that cr cial job related information iscomparative evaluations while ensuring that crucial job-related information is 
obtained. This has the beneficial effect of minimizing unconscious biases. It is 
also acceptable to ask follow-up questions of an applicant when appropriate. 

The Office of Human Resources will assist search committees in designing 
appropriate interview questions.

Remember: While you are interviewing the finalist they are interviewingRemember: While you are interviewing the finalist, they are interviewing 
MSU.



Conducting the Interview

The Office of Affirmative Action recommends that search committee 
members pay special attention to questions and areas of questioning thatmembers pay special attention to questions and areas of questioning that 
are potentially discriminatory.

During the course of an interview, it is easy for conversation and follow-up 
q estioning to eer into the terrain of illegal q estioning especiall if thequestioning to veer into the terrain of illegal questioning, especially if the 
applicant offers personal information.  You may answer the applicant’s 
question but refrain from pursuing the topic further.  In cases in which the 
applicant offers personal information which may be related to a protected pp p y p
class such as religion, marital status or other protected classes, committee 
members should quickly return the discussion to job related matters.



Search Process Checklist

Step 1:  
Request approval to fill and search a position
< Submit the below documents for approval by the Cabinet and university 

President:
V P i i R i (C bi )Vacant Position Review (Cabinet)
Position Requisition Form – Unclassified
For MSUAASF or Administrator positions, please also submit the 
following respective documents:following respective documents:

• Position Description
• Position Analysis Questionnaire

O i ti l Ch t• Organizational Chart



Search Process Checklist

Step 2:  
Establish the Search Committee
< Obtain the mandatory search training by contacting the Office of 

Affirmative Action (OAA) who will coordinate a training session in 
partnership with Human Resources (HR)partnership with Human Resources (HR). 

< Prior to the search training session, you will be asked to provide to 
OAA a list of your search committee members, along with a copy of 
any proposed search materials including a draft/final version of the jobany proposed search materials including a draft/final version of the job 
posting and Recruitment Plan. 

< During the training session, OAA will review your hiring goal while HR 
will review the search process.

Note: All search committee members should read "Summary 
Statement on Equal Opportunity in Hiring Practices".



Search Process Checklist

Steps 3 & 4:
Submit DRAFT materials to the Dean/VP:
< Job Posting (previously called a Notice of Vacancy)

Clear & Specific Minimum Qualifications
< Applicant screening forms
< Reference check questions
< Interview questions (phone and/or on-campus interviews)
< Recruitment Plan

The Dean/VP will review and forward to HR who will:
< Review & suggest any changes to Dean/VP & search chair



Search Process Checklist

Step 5:
Implement Recruitment PlanImplement Recruitment Plan
< Applicants apply on-line through the new applicant tracking system –

NeoGov

Step 6:
For Open IFO Probationary Positions - Conduct Prior Review

S A i l 21 S i A S bd 2 f h IFO A< See Article 21, Section A, Subd. 2 of the IFO Agreement
< Conduct a prior review of any internal fixed term candidates

May consider only the internal candidate & no others - OR -
May consider internal candidate along with all candidates



Search Process Checklist

Step 7:
HR will review applicants and:HR will review applicants and:
< Screen out the non-qualified and/or incomplete applicants
< Send out the applicable electronic notifications

Step 8:
HR transmits qualified & completed applicants to the search 

i b (SME ) f l i i icommittee members (SME’s) for electronic viewing
< HR sends out an electronic notification to the qualified and/or completed 

applicants acknowledging receipt of their documents and/or if a 
transcript is necessary to move forward in the processtranscript is necessary to move forward in the process.

< Search committee will determine potential finalists and record results on 
the Screening Summary Report form.



Search Process Checklist

Step 9:
Search Committees should notify potential finalists by phone:Search Committees should notify potential finalists by phone:
< Inquire about continued interest and notify the applicant that reference 

checks will be conducted.
< If candidate has not already submitted an official transcript of highest y p g

completed degree, please ask them to do so.
Official transcript must come directly from the institution
Search Chair can also verify to see if HR has received one

Step 10:
Conduct reference checks
< Use standard questions approved by HR< Use standard questions, approved by HR
< Notify referees of data privacy issues & record data (take notes) 

NOTE:  data collected from a reference check constitutes private data on the 
candidate



Search Process Checklist

Steps 11, 12 & 13:
Submit Finalist Approval Form & Required Documentation: 

The Dean/VP, Office of Affirmative Action and Human Resources must 
approve the pool of finalists before candidates are contacted to schedule 
potential interviews.

After Finalist Approval Form is approved, the interviews may be 
d d d t darranged and conducted. 

Record all results of the interviews on the Screening Summary Report
form. 

Candidates must fill out Work Experience Summary (IFO) 
(MSUAASF) to be used to determine appropriate salary.



Search Process Checklist

Step 14:
If no candidate is recommended, fill out & submit the Notice of 
Failed Search form
< HR will send out electronic notification to candidates informing them of 

th f il d hthe failed search

Step 15:
If did t ( ) d d id i f ti t D /VPIf candidate(s) recommended, provide information to Dean/VP
< Remember that the VP selects the final candidate
< Dean will notify Search Chair of status regarding selection



Search Process Checklist

Step 16:
Submit Offeree Approval Form & Required Documentation:
< The Dean/VP, Office of Affirmative Action and Human Resources must 

approve the recommended selected candidate before a verbal or 
written offer can be extendedwritten offer can be extended

< The hiring authority will be the one to extend the offer of employment, 
as well as, discuss other terms and conditions with the candidate

NOTE:  If you need to go back into the pool (Column 5 of the 
Summary Screening Form) to conduct additional interviews, the 
Finalist Approval Form must be resubmitted, along with required 
documentation, before the additional interviews can be conducted
A new Offeree Approval Form would also need to be resubmitted



Search Process Checklist

Step 17:
After the Offeree Approval Form has been approved, the hiring 
official must:
< Review and sign the Work Experience Summary (completed by the 

applicant)
< Forward the work experience packet to the VP’s office, which includes 

the following documents:
R / itResume/vitae
Completed Offeree Approval Form

< Vice President’s Office & HR will review and communicate back to the 
hiring official applicable salary information to extend an offerhiring official applicable salary information to extend an offer



Search Process Checklist

Steps 18 & 19:
Upon completion of the Work Experience, the appropriate VP 
extends the offer
HR will review the Offer Letter and Terms of Appointment 
before being sent
After candidate accepts in writing, Dean/VP notifies Search 
Chair of acceptance
< HR sends out electronic notifications to the remaining candidates



Search Process Checklist

Step 20:
VP’s Office will submit the necessary appointment documents 
to HR accordingly, and return all other recruitment materials 
to Search Chair

Step 21:
Search Chair will submit all search materials to HRSearch Chair will submit all search materials to HR
< Including: screening forms, Screening Summary Report, and 

any other application materials



Summary

We always look forward to working with you and helping 
throughout the search process, however, it is important that wethroughout the search process, however, it is important that we 
follow the process in order to prevent any potential liability to the 
university for wrongful decisions or hiring practices.

Please use the most up-to-date forms and Search Process 
Checklist found on the Human Resources website.

We always encourage asking questions before taking the next 
step…..

What Questions Do You Have??



CONTACT INFORMATION

Office of Affirmative Action
AH 112

CONTACT INFORMATION

AH 112
507.389.2986

Office of Human Resources
WA 336WA 336

507.389.2015


