Summary of February 2023 changes
· Reduces the minimum recruiting time-frame from 30 calendar days to 14 calendar days
· Removes the requirement to conduct three-deep reference checks
· Removes process steps which no longer apply or are not necessary to be set forth in policy
· Updates and streamlines process steps which are appropriate to remain in the policy
· General language “clean up” and updates 
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	This policy sets forth the method by which academic and administrative faculty (.50 FTE and above) at Western Nevada College are selected for employment. All searches will be conducted in accordance with the NSHE Board of Regents Handbook provisions, WNC Bylaws, Equal Opportunity, and the policies and procedures of Affirmative Action.
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Section 1: Notification
A. The hiring department submits a request to the appropriate dean, vice president, president to initiate the search.
B. Upon approval, tThe president will offer the opportunity to nominate members to the screening search committee (herein referred to as the committee) from the Academic and Administrative faculty senates, and Classified council. 
1. The composition of the committee should include no less than five members with the majority representing the area where the position reports including the position’s supervisor, if possible, but with at least one other WNC faculty and staff member., and
2. The committee may include community members and other NSHE staff.
C. The president appoints all committee members and designates a temporary chair to call the first meeting. The temporary chair should be the appropriate supervisor in the area of the vacancy, such as Academic Director, dean, or vice presidentthe position’s immediate supervisor, director, or manager, if possible. The president notifies the committee members in writing of their appointment and copies the Human Resources Office (HR).
D. The hiring department is notified of the approval to begin the search process.
E. A copy of the letters is sent to the Human Resources (HR) office.
Section 2: Recruitment and Screening
A. Academic Faculty
1. The Academic Director will instruct the division/department members to develop position requirements consistent with the qualifications, experience, and duties that are required for the position.
B. Administrative Faculty
1. The hiring department, the position requirements consistent with the qualifications, experience, and duties that are required for this position.
C. The hiring department manager submits the final position announcement description to HR, which will be reviewed, entered into the applicant tracking system and forwarded to the appropriate dean, vice president, or president, and budget officer depending on the position, who will draft the recruitment for appropriate reviews and approvals. The position requirements may be reviewed by the committee at a later date.
D. Upon approval, HR will post the position announcement and may advertise in the selected publications and online sourcesposting per the Recruitment and Interview Expense Policy.
E. All positions recruitments will be open for a minimum of two weeks (3014 calendar days). The position announcement will state the date the recruitment will close or that the recruitment will be open until the position is filled.
1. The committee may approve a longer search period.
2. The position announcement will state the date that the committee will begin reviewing applications (the 30 day minimum date or longer), and those applicants who have submitted an application by that date will receive full consideration.
3. The Recruitment and Interview Expense Policy in the WNC Policy and Procedures Manual will be followed for mailing and advertising procedures and expenses
F. The committee will meet to review the position requirements, develop telephone interview questions,and reference check questions and in-person interview questions. Final questions are sent to HR for HR approval. An, and establish an estimated time-frame will be established by thefor committee meetings, applicant reviews including evaluation of minimum qualifications, and interviews. 
G. The chair is responsible for having ensuring each screening committee member completes a confidentiality/ nondisclosure form and send the originals totraining assigned by the HR office.
H. At the end of the 30-day search period, the initial applicant pool is reviewed and approved by the Affirmative Action officer. HR will grant search committee members access to view and rank applications in the applicant tracking system.
I. The chair shall establish a reasonable date for committee members to review the applications. The committee will then meet to decide on the finalistsselect candidates for telephone first-round interviews and provide their names to the recruiter. The chair updates the applicant status in the applicant tracking system. The Affirmative Action officer will review and approve those applicants selected for telephone interview.
J. The Affirmative Action Officer or designee will conduct a review of the applicant pool and the candidates chosen for first-round interviews.
K. Telephone interviews are required before bringing any finalists to campus for interviews. As a courtesy during the telephone interview, the candidate should be informed that, if they are recommended to be brought to campus for in-person interviews, reference checks will be completed before they are scheduled for interview.
L. After telephone first-round interviews are completed, the chair will notify the recruiter of the applicants selected for second-round interviews. reference checking on those candidates who are being considered for in-person interviews will be completed. Reference checking must be completed before interviews are scheduled. The chair should assure that applicants have signed the Reference Release Form for Professional Positions. All signed forms must be sent to HR. The committee will complete three-deep reference checks. Three-deep checks mean that at least two committee members will speak with references for each candidate at least three levels including the first reference they contact.
M. The chair updates the applicant status in the applicant tracking system. The Affirmative Action officer Officer or designee will conduct a review review and approve those applicants selectedof the candidates chosen for in-personsecond-round interviews.
N. The committee or hiring department will contact and arrange to bring the candidates to campus for in-personsecond-round interviews.
O. For tenure-track or director-level positions and above, Tthis will include scheduling meeting times for the college president and vice president(s)or designee to meet with the each candidates.
1. Interviewees should be given a reasonable amount of time to make travel arrangements for the interview.
P. Travel reimbursement will conform to the Recruitment and Interview Expense Policy in the WNC Policy and Procedures Manual. The Recruitment and Interview Expense Policy will be provided to candidates prior to scheduling their on-campus interviews.
Q. The Recruitment and Interview Expense Policy will be provided to candidates prior to scheduling their on-campus interviews.
R. Once interviews are completed, the committee may choose to do furtherwill conduct reference checks on the finaliststop candidate or top two candidates in the case of a tie. This would be in addition to the previous reference check done before the interview process.
1. The committee must attempt to contact at least three references.
2. If the committee is unable to reach at least three references, the committee must document the attempts made to reach the references.
Section 3: Recommendation
A. Immediately after theWhen second-round interviews process isare completed, the committee will invite the appropriate dean, vice president andsend a recommendation to the president to the committee meeting for the committees discussion concerning the qualifications, strengths, and weaknesses of the final candidates and the committees recommendations. The vice president will make a recommendation to the president for final approval and signature. The chair updates the applicant status in the applicant tracking systemand the hiring manager.
B. Upon the president’s approval by the president of the selected candidate and the salary placement, the appropriate vice presidenthiring manager shall contact the selected personcandidate and, offer the position. contingent upon completion of background check and confirm acceptance
C. HR will submit the hiring proposal to the vice president for approval in the applicant tracking system.The hiring manager will notify the president, committee chair, HR, and WNC Budget Office of the offer acceptance and start date.
D. After the person has acceptedOnce the position has been accepted, the chair committee will call those persons interviewed and inform them of the decisionnotify the candidates who were interviewed but not selected. The HR office will move update the job posting status to filled in the applicant tracking system, at which pointrecruitment and an automated email will be sent, informing all applicants that the position has been filled.
E. It is the responsibility of the chair to follow-up to make sure all search requirements are completed including all written approvals before the process is deemed completed.
Section 4: Irregularities
A. The Affirmative Action oOfficer or and chair shall report any problems during the search and selection process to the college president.
Section 5: Exceptions
A. If at any time during the search process, there is a consensus; either by the committee and/or vice presidentthe executive/president that the applicant pool is insufficient, a decision will be made by the executive/president on how to proceed with the search. The administration agrees to support this decision as long as the reasons are not discriminatory.
B. It is understood that the terms of this policy can be changed or altered only with the written approval of the college president.
C. In accordance with Board of Regents Handbook, Title 4, Chapter 8, Section 78.2, the institutional president or chancellor may waive the search requirement where he or sheeither determines the waiver to be in the best interests of the institution or System unit.
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