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Date:
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Search Committee Chaimoves candidates to be interviewed into ‘Interview’ folder. sesil template in Char
Interview Exchange to contact candidates and schedule intstv® not use Bristol-enail to communicate
with candidates|If required by job posting, provide presentation/teaching demo prompt. Provide Zoom links
for virtual interviewsto committee members and candidatesandidate withdraws, move to Withdrawn folder
in Interview Exchange.

Best practice: Allow candidates & business days’ notice when scheduling interviews.

Search Committee developehavioral, jobelatedinterviewquestiongo ask of all candidateend keeps All Committee

guestiongonfidential. Equity Representative ensuresappropriate diversityelated question is included. Members

Search Committee Chair uses interview questions to credtéeaview Assessmerftorm, on which to rate Chair

interview answers objectivelffhe rating scalenust be completed for eaguestion.

Conduct first round interviewssingprepared questions ahaterview Assessmenform All Committee
Members

After completion of first round interviews, deliberate and recommend finalists (ideally three) to the Hirin|  All Committee
Manager. Equity Representative ensures only appropriate informsitconsidered when assessing the Members

candidates. Search Committee Clsaibmits firalist namesdlphabetized; not in rank order) and assessmen
formsfor finaliststo the Hiring ManagemMove finalists to appropriate folder in Interview Exchange.

~—

All search documentation is turned into the Search Committee fohaibmissiorto and retention bR All Committee
within 72 hours of completion of the first round intervieWtss recommended that this is done electronically Members
(via OneDrive).

Ensure equal employment opportunities and affirmative agtiatelines are followed throughout entire Chair & Equity
process. Representative

Search Committee Chair& Equity RepresentativeSignatory Form

The undersigned agree that all of the above guidelines were followed during the candidate selection process for this position.

Search Committee Chair Name Signature Date

Equity Representative Name Signature Date
Please return to Human Resources at completion of search.
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