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Staff Hire Flowchart to Fill Vacancies

sHiring Manager completes the Position Justification Form (PJF) and the
Position Information Form (PIF) and remit to the Human Resource Business
Partner (HRBP)

*PJF is signed by Department Head, Division VP, Asst VP, Finance and
Budget, VP Admin & Finance, CHRO, and HRBP

Posting

*HRBP finalizes job ad and sends to Hiring Manager for approval
*HRBP posts the job ad on Workday, HigherEdlobs, and Indeed
oThird party job ads are paid by the department

*The Search Chair is added to Workday

*HRBP will add the Search Chair to the Search Chair Team on Teams

*HRBP will meet to discuss recruitment process with Search
Chair/Committee
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sApplication review by Search Committee \
el ist of applicants sent to HRBP for approval

eCandidates selected for first round of interviews, In-person or Teams
eFinalists selected for second round of interviews, if applicable

eSearch Committee seeks approval from HRBP and conducts second round
interviews

*Top candidate(s) selected
eSearch Committee collects references for approved finalist /

\

sAuthorization to Release Information completed

eConditional Offer of Employment extended to selected candidate
*HRBP completes background check while committee collects references
sFinal written offer of employment sent to selected candidate

*0OHR initiates pre-onboarding events

)

uidelines




Introduction

Finding and retaining quality and skilled employees is of tremendous importance to hiring departments,
especially due to high costs associated with employee turnover and the increasing legal liability for
negligent hiring practices and wrongful termination. These factors, and others, make it imperative that
the University effectively identifies applicants who are qualified, honest, dependable, skilled, motivated,
andlikely to be highly productive. This process begins with a broad, strategic look at the department’s
staffing needs.

Frostburg State University has embraced diversity and is dedicated to recruiting, retaining, and
promoting diverse faculty and staff. The overall goal is to conduct searches that yield qualified and
diverse candidates. Diversity, equity, transparency, and consistency are all important elements of our
search processes to assist the University in achieving inclusive excellence.

As a Supervisor, Hiring Manager, Search Chair, or Search Committee Member, you have the
responsibility to ensure that employment laws and our commitment to diversity and inclusion are
followed throughout the search process. By following the staff search procedure guidelines, this assures
the university remains compliant with all employment related laws. Keep in mind, while you are
evaluating the candidates you interview, the candidates are also evaluating you, the department, and
Frostburg State University (FSU). Please contact your Human Resource Business Partner (HRBP) with all
search related questions.

The Office of Human Resources (OHR) has developed this guide to be used as a tool in the recruitment
process. You will find that it provides clear, concise information pertinent to the recruitment/interview
process. The most important thing to remember as a Search Chair, you have the responsibility to
conduct a structured interview process. While structured interviews may reduce bias, the process
should ensure that accurate information will be gathered from all candidates. This makes it possible to
compare qualifications and reduce equity concerns. Every applicant should be treated the same, asked
the same interview questions, and given the same considerations.

Ethics and Confidentiality

Ethical and confidential behavior is critical in all search and selection processes. Search Committees are
expected to conduct business in a fair and transparent manner. Maintaining confidentiality of the search and
selection process is crucial to the success of the search. Maintaining discretion is an expectation of all individuals
who participate in the search and screening process as well as displaying professionalism. Ensuring equity and
the effectiveness of our processes will safeguard the efficacy of onboarding. All members of the search
committee will be sent a confidentiality agreement to acknowledge and sign.

Diversity Statement

Frostburg State University, an equal opportunity/affirmative action employer, complies with all applicable
federal and state laws and regulations regarding nondiscrimination and affirmative action; all qualified
applicants will receive consideration for employment. The University is committed to a policy of equal
opportunity for all persons and does not discriminate on the basis of race, color, religion, sex, national origin,
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physical, or mental disability, protected veteran status, age, gender identity or expression, sexual orientation,
creed, marital status, political affiliation, personal appearance, or on the basis of rights secured by the First
Amendment, in all aspects of employment, educational programs, activities, and admissions.

The Hiring Process —An Overview

Position Justification Request (PJF)
The Hiring Manager seeking to fill a new or vacant position must complete a PJF and PIF.

The PJF will include:
a) Position title, department, status, and requested start date

b) Brief description of primary duties

¢) Minimum qualifications (if nonexempt, must match the USM job spec)
d) Preferred qualifications, if any

e) New position or replacement

f) Position specifics section and who will chair the search

g) The Hiring Manager should forward the PJF and PIF to the HRBP

h) The HRBP will route the PJF for electronic signatures

Note: OHR will post the vacant position on Workday for advertising on HigherEdJobs.com and
Indeed.com. Additional advertising sources will be at the expense of the department.

The latest version of the PJF is located on the OHR Webpage under the alphabetical list of forms found
here: https://www.frostburg.edu/human-resources/Policies-Procedures/alphabetical-list-of-hr-

forms.php

Position Information Form (PIF)

The Position Information Form is the basis of the position announcement. It is best practice to evaluate the
requirements and the responsibilities of the position to be certain functions are related to the current and future
needs of the department, including the need to enhance diversity among faculty or staff. In crafting the
minimum and preferred qualifications for a position, consideration should be given to strategies that will attract
a diverse and broad range of candidates.

Job Announcement

The job announcement provides an opportunity to signal the University’s commitment to convey diversity
expectations. Candidates should have experience in working effectively with individuals from diverse
backgrounds.

Advertisement Guidelines

Once the OHR receives the completed PJF and PIF, the HRBP will prepare the job ad, once the job
ad is approved, the HRBP will post the position on Workday and advertise with the selected
advertisers as identified on the PJF.
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Additional information about the Department may be included in the job advertisement as well
as information about the University and the geographic area of the position advertised.
Additional legal and procedural information will be incorporated by the HRBP.

Staff positions are advertised based on the timeframe required for the position type. Positions that
include “open until filled” language will remain open until filled after the initial consideration date to
allow candidates to continue to apply. This is typically done when the original pool of applicants is not
sufficient to obtain a candidate for hire.

National position searches will be advertised via professional journals and websites, HigherEdJobs.com,
Indeed.com, University webpage, and other sources, as applicable. Local position searches will be
advertised in regional newspapers, Indeed.com, University webpage, and other sources as applicable.

NOTE: Advertising is dependent upon the vacant requirements of the position. The HRBP will make
every effort to advertise position vacancies with professional organizations, publications, web sites,
andlist servers that are most likely to produce an applicant pool reflective of the needs of the hiring
department and the institution. The costs for advertising with third party sites outside of
HigherEdJobs.com will be expensed to the department conducting the search. If the search must be
readvertised, all recruitment costs will be expensed to the department.

Search Committee Composition (3 to 6 Members)

A diverse Search Committee is necessary to foster the inclusion of people with varied experiences and
ideas. It is equally important that the Search Chair and all Search Committee members collectively take
responsibility for developing a proactive strategy to recruit a diverse candidate pool and for assuring
an equitable and fair process for all candidates.

The Hiring Manager will select a Search Committee Chair and identify on the PJF. The Search Chair
and/or Hiring Manager will select the Search Committee.

The selected Search Committee Chair will reach out to the designated HRBP and provide a list of their
selected Search Committee Members. The committee is usually comprised of diverse group of members
of the department and members from other departments or areas on campus. The Hiring Manager may
serve as the Search Chair or as an ex-officio member.

Prior to the position’s close date, the Search Committee Chair will arrange the first Search Committee
meeting to occur shortly after the full consideration date. This meeting may include the HRBP provide
an overview of the search process, importance of Diversity, Equity, and Inclusion and to answerany
guestions the committee may have.

Selection Criteria

The Search Committee reviews all candidates and uses either a rubric or other ranking tool to determine
which candidates to interview based on minimum and/or preferred qualifications. Candidates who do
not meet the minimum qualifications should not be considered. Recruiting a broad and diverse pool of
candidates is one of the most important functions of the search process. It is expected that finalist lists
will be comprised of candidates that are diverse with respect to race/ethnicity and gender. As such,
Frostburg State University
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prior to scheduling interviews, the Search Committee Chair will notify the HRBP, Dean and/or
Department Chair of the candidates selected for the first round of interviews to be approved. The OHR
will review the Equal Employment Opportunity (EEO) report to ensure a suitable number of qualified
diverse candidates are included in interviews. The official search file will be updated by the HRBP to
reflect candidate’s progress in each stage of the interview process.

Interview Questions

Prior to candidate interviews, the Search Committee Chair may seek guidance and assistance from the HRBP
regarding interview questions to ask and approve. As a reminder, questions should be focused on the position
and information that can legally serve as a basis for the hiring decision. The HRBP will provide training on legal
guestions to ensure compliance. All candidates interviewed should be asked the same set of core questions for
each round of interviews. A quorum must be present at all Search Committee meetings, including candidate
interviews.

Recommended tips for questions include:

e Ask-behavioral based open-ended questions that delve into the candidate’s qualifications for
the position and their unique experience and qualifications.

e Pose questions that allow you to assess the candidate’s qualifications — experience, knowledge,
skills, and abilities required for the position as well as their work ethic, professional character,
and interpersonal skills. The person being recommended for hire should be the best candidate
who will serve in the best interests of the university.

e Glean from the candidate their long-term plans and interests in employment at the University
(i.e., help the department and University achieve strategic goals).

Initial Interview Steps

a) The interview stage is crucial in the search process.

b) The interview format should be established. Committee members should understand the
process and procedures prior to interviewing the first candidate.

c) The Search Committee Chair should distribute selection criteria and set of interview questions
to Search Committee Members.

d) The same process should be utilized for each candidate according to the selection criteria.

e) All candidates should be asked the same set of questions.

f)  Any Search Committee Member that cannot attend every interview must recuse themselves
from providing input into the recommendation for hire.

g) The Search Committee Chair schedules the interviews based on the availability of the Search
Committee Members and any other applicable parties depending on position.

It is recommended that the Search Committee conduct the first round of interviews via
telephone, Microsoft Teams, or in-person. The purpose is to provide the candidate with as
much information as possible about the position, the University, and the geographic location.
This will allow candidates to weigh certain options or opt out prior to moving forward in the
hiring process.
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Search Committee Members should document answers and observations provided by each candidate.
All documentation will be forwarded to the OHR at the conclusion of the search.

Finalist Interviews

The Search Committee will meet after the initial interviews to determine the final candidates to
consider. Ideally, the final pool should consist of at least three (3) candidates when possible. The Search
Committee will send this list of finalists to the HRBP for approval prior to scheduling final interviews.
The Search Chair should also discuss the final interview candidates with the Hiring Manager.

Note: OHR must be notified and give final approval to proceed with finalist interviews, whether virtual
or in-person.

Once the final candidates have been approved, the Search Committee will schedule the final round of
interviews and plan an agenda with the finalists prior to their virtual or on-campus interview. The Search
Committee will have the finalists complete the Authorization to Release Information form prior to or at
the final interview.

Hiring Recommendation

The Search Committee will meet to review the overall results of the final interviews to identify and
recommend a candidate for hire. The Search Chair should meet with the Hiring Manager, as
appropriate, to discuss the recommendation.

All candidates are required to provide contact information for three (3) professional references.
Employment is contingent upon the results of the reference and background checks. The Search
Committee will conduct reference checks for the candidate who is being recommended for hire. Once
reference checks are completed, documentation should be uploaded in Workday for compliance with
Federal and State recordkeeping regulations.

The Search Chair or Hiring Manager will make a conditional verbal offer of employment to the
candidate which is contingent upon successful reference and background checks. If the Hiring Manager
selects a different candidate than the Search Committee’s recommendation, an explanation for the
selection will be given to the Search Committee and kept with the recruitment packet.

If the recommended candidate turns down the conditional offer, an offer will then be made to the next
candidate recommended and/or approved by the Hiring Manager. If all recommended candidates
withdraw from the final pool, and the pool of acceptable candidates has been exhausted, the search will
be considered failed. -

If the search fails, the position will remain unfilled until a “new” search can be conducted. If within six
(6) months of the failed search, the position may be reopened and readvertised without a new PJF.

Similarly, if another vacancy occurs within the department with the same title, duties and qualification
requirements within the 6-month timeframe of the previous search, or the selected candidate
withdraws after their hire is processed, the committee may reach out to other qualified candidates
within the pool to see if they are still interested in interviewing for the position. Once the 6-month
window from the original postings has passed, a new PJF and posting are required.
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Finalizing the Hire

Once the selected candidate has accepted the conditional offer of employment, the Search Chair or
Hiring Manager will notify the HRBP. The offer will be processed through Workday with final approvals
from the Division Vice President and University President. The Authorization to Release Information
form will be used to run the criminal background check. Once approved, the HRBP will notify the
Search Chair of the results and that a final verbal offer may be given to the candidate. The Search
Chair and the candidate will decide on a start date from the allowable list of dates on the Workday
Hiring Schedule. The start date MUST begin on the first day of the new regular or contractual pay
period based on the employment status of the new hire.

The Search Chair will notify the HRBP of the acceptance of the final offer and the start date. The HRBP
will send the written offer letter to the candidate through Workday. Once the offer is signed and
returned by the candidate, the Search Chair will be notified of the hire. The Search Chair will contact
other candidates who were interviewed. The HRBP will notify candidates who were not selected for
interview.

Search Materials

It is important that accurate and complete records be created and maintained at all stages of the search and
selection process. The Search Committee will forward all search materials/documents to the HRBP or uploaded
into Workday for inclusion with the search file as listed below.

Search Chair Checklist - completed, signed, and dated

Selection criteria/rationale for recommended hire

Interview questions and candidate responses

Individual Search Committee member rating and evaluation forms
Search Committee meeting minutes

Completed reference check forms (Must be uploaded into Workday)

No v ks wN R

All other pertinent information and correspondence relative to the search
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Appendix

1. Authorization to Release Information Form:
https://fsucentral.etrieve.cloud/?isAnonymous=true#fform/168

2. Position Justification Form: (Open in Adobe Acrobat):
https://www.frostburg.edu/human-resources/forms/alphabetic-forms/PJF-10-2020.pdf

3. Reference Checking Form:
https://www.frostburg.edu/human-resources/Policies-Procedures/reference-checking-form.pdf

4, Search Chair Checklist:
https://www.frostburg.edu/human-resources/Policies-Procedures/Search-Chair-Checklist.pdf

5. Confidentiality Agreement:
https://www.frostburg.edu/human-resources/Policies-Procedures/Confidentiality-Agreement-for-Search

Committee-Members.pdf

6. Supervisor Onboarding Checklist for New Hires:
https://www.frostburg.edu/human-resources/Policies-Procedures/Supervisor-Onboarding-Checklist-for-

new-hires.pdf

7. Workday Hiring Schedule:
https://www.frostburg.edu/human-resources/Policies-Procedures/Workday-Hiring-Schedule.pdf

Resources

1. Hiring at the University of Maryland: Equity Guidelines for Search & Selection, September 2020.

2.  University System of Maryland Job Specifications for Nonexempt Jobs

Notes
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https://www.frostburg.edu/human-resources/forms/alphabetic-forms/PJF-10-2020.pdf
https://www.frostburg.edu/human-resources/Policies-Procedures/reference-checking-form.pdf
https://www.frostburg.edu/human-resources/Policies-Procedures/Search-Chair-Checklist.pdf
https://www.frostburg.edu/human-resources/Policies-Procedures/Confidentiality-Agreement-for-Search-Committee-Members.pdf
https://www.frostburg.edu/human-resources/Policies-Procedures/Confidentiality-Agreement-for-Search-Committee-Members.pdf
https://www.frostburg.edu/human-resources/Policies-Procedures/Supervisor-Onboarding-Checklist-for-new-hires.pdf
https://www.frostburg.edu/human-resources/Policies-Procedures/Supervisor-Onboarding-Checklist-for-new-hires.pdf
https://www.frostburg.edu/human-resources/Policies-Procedures/Workday-Hiring-Schedule.pdf
https://cdn2.assets-servd.host/diversity-inclusion/production/files/default/equity-guidelines-for-search-and-selection.pdf
https://www.usmd.edu/usm/adminfinance/hr/umspp/nonexempt-jobs
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