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Recruitment Document Suite

 The Recruitment Document Suite (RDS) is a Google Drive folder
containing a number of resources for the hiring committee designed
to plan for and navigate through the screening process

 All routed applications will be stored in the
Recruitment Document Suite

* The Recruitment Document Suite replaces the:
— Screening Matrix
— Applicant Selection Log
— Candidate Profile

 The use of the Recruitment Document Suite is
only for competitive recruitments
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0. Recruitment Forms Overview

i |1 SANTR CROL

Recruitment Forms Overview o This reference document

. 0yerview of the Recruitmem Document Spite - .
e e e vl ot o e Recn e Do B el provides a brief overview of

below notes which forms are required and when they are due to Talent Acquisition.

BelowmetableiaabriefsummaryofeachforminRDS,w'nhlinkztodemiledinmructiona. eaCh dOCu ment In the Su|te

it is imperative to read all instructions associated with these documents.

IMPORTANT NOTE: and when they are '
To interact with the forms In the RDS, you must open them with Google Docs of Google Sheets. re q u I re d
Click the drop-down rmow above the document 0 ‘Open with’ Google Docs or Sheets.
Your edits are always saved immediately.
EXCEPTION: To view applications, view in the browser or download rather than
opening &s 3 Google Doc. If opened as Google doc.tThe formatting will be degraded and 3

duplicate will be created (which is annoying and possibly confusing). PY We Ve a I S O p r OVl d e d a I |St Of

SHR Forms (! lirks to Fair Hiring Best Practices) Required? Dueto TA j -
e - recruitment documents that
: the unit will initiate and save

to the suite

Only if there are multiple

before job offer
rouncs of screenn

5. Screenng Matnx- Cortnung App Samts

eweac Candicates Yes before job offer
Yes befors job offer
Yes befors job offer
Nz - for reference not requirec
Materials & Communications generated BY UNIT | Required? Dueto TA
U CS C S Applicant Communications Yes pefors job offer
Sunsaguent Materia's Collest=c (wraing samp'e, =tc.) Orly if generatec pefors job offer




1. Recruitment Planning Guide
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Recruitment Planning Guide

This guide is meant to be a working document for you to use as you plan your recruitment. You

can map out the steps and timeline associated with the recruiting process here. The last page of
the document includes an overview of notifications you'll receive about your recruitment. We
recommend utilizing this document as early as possible in the recruitment planning process.

Click to access RITM in IT Request (if initiated by CHM, disregard this)

Plan your Recruitment

Hiring Manager (HM) / Certified Hiring Manager (CHM) or designee answer Questions below

1. HM's, CHM's and Committee Chairs are required to complete Fair Hiring Training every 3 years.

Are you up to date on Fair Hiring training requirements? You can access the course at this link.

2. Have you recently reviewed the Fair Hiring Guidelines for important information and best
practices related to the recruiting process?

3. Did you complete the UC Man Series training prior to initiating the interview
process? Here is a direct link to the trammg in the UC Learning Center.

4. Do you plan to engage a search firm to assist you with this recruitment?

5. Do you plan to advertise this job opening?
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e The Planning Guide includes some
qguestions that should be answered at
the beginning stages of the
recruitment

e There is also a checklist to use at
each step of the process and an
overview of recruitment related
notifications in the new process

e This document is required and
must be completed by your unit
before a job offer can be submitted




2. Hiring Committee

Hiring Committee

i oANTH GRUL

Click HERE for detailed instructions

Job Title:

Job Opening ID:

The hiring manager or designee should use this document to identify the members of your hiring committee.

INSTRUCTIONS: Identify each member of your hiring committee by name and department/division, as well as each member's committee role. Click Here for a
list of common responsibilities for Chair and Commitiee Members.

REMINDER:
- Please refer to the Fair Hiring Guide for important guidance and information on hiring committee best practices. This training is mandatory for hiring
managers.

- All Hiring Committee members are highly encouraged to complete the UC Managing Implicit Bias Series training prior to participating in the interview process.

Hiring Committee
Hiring Manager

Department or Division Responsibilities

Hiring Delegate (if applicabie)

Certified Hiring Manager

Committee Chair

Committee Co-chair

Committee Member

Committee Member

Committee Member

Committee Member

Committee Member

Committee Member

Committee Member

Committee Member

Committee Member

Committee Member
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The Hiring Committee
document defines the roles of
the committee members

The hiring manager or
designee will enter the names
and departments of the
committee members in this
document

This document is required
and must be completed by
your unit before a job offer
can be submitted




3. Qualification Assessment Plan

' ill include all of
This document will inc
) the qualifications and S(?O.Es as
indicated in the Job Description

e You will use this document to i
specify the importance. of eac
qualification and at whlch stage
you will evaluate a.p.pllclants
against these qualifications

e This document is required, and

must be completed before a job
offer can be submitted

UCSC SHR

IMPORTANT:
qualificati rder of ualificationg
Screening Matrices' and ‘Applicant and Cand

on this document or whi
The order of the qualifications myst matc

idate Disposition Log’ DO NOT add additio
h the order in which they are Presented in ¢

Hover over each column header for data entry j
Required Qualifications

€N using them on the
nal qualifications.
he job posting.

nstructions.

with a diverse student population
d in writing.

pplicati
he work environment.

ularly in matters relative to sensitive or confidentia| student

ndently and sef priorities in the context of a ful] Multifaceted set of

qualify applicants - sh
Ccandidates




4. Screening Matrix — All Applicants

e The matrix should be EVALUATOR: . ; :
e Click HERE for detailed JOB TITLE: Screening Matrix - All Applicants
Used to record Ind IVId ual instructions JOB OPENING ID:
CO m m Ittee m e m be r I n p Ut L Highly Qualified INSTRUCTIONS: This_tah will be utiliz_ed by the Hiring Manager or CQmmiﬂee Chair o ; ) ) E :
d U |"| n g th e a p pI |Ca nt g Moderately Qualified g:nt]r;:r;azftxrl‘-::!\:dwi':l;néi;t“t}ﬁ:g:z:ff:;glssr;:z: \Ff,vll;lalntfe used at this stage of screening in the ‘Qualification Numbers' fields below, including the qualif
. Minimally Qualified
£ = Ent: bove (F2). Below, to the right of h licant" , und: h lification, luate th licant the | d. Y t
screening process N [l Mot Qualified e e e e
D Can't Tell stage of the recruitment process in the Continue field (A15) provided to the left of each applicant's name.
: Qualification Numbers
e Each committee member S Doscrtha
will have their own tab to _ oo
. Continue APPLICANTS
evaluate applicants. The § .
. Y 2
results of the evaluations B -
will auto-populate in the 8 .
Evaluation Summary tab =
Y 8
. . v 9
e This document is I
2 11

required, and must be
completed before a job
offer can be submitted
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5. Screening Matrix — Continuing Applicants (Optional)

) J°?Tmef Screening Matrix { Continuing Applicants
e Should you choose to UG SHNTH CROL | =eeoen="
sereen applications in. B (N e of e oo i e E i, 18 Tl Aot e Lk e i o e
multiple rounds, there is instructions
an additional matrix that R e e Tl n e T e e
you will want to use (" apeucants )
e The use of this
document is optional. e
If used, it must be :
completed before the 5
job offer can be
submitted .
You or a designee will populate s
the list of applicants continuing g

to this stage of screening
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6. Screening Matrix — Interviewed Candidates

This document helps the hiring committee screen those candidates selected for an interview.
This document is required, and must be completed before a job offer can be submitted.

e o 10 NI Sl . . : :
z l?\f.:; “L hHN]H LH“[ - Screening Matrix -Gnterwewed Candidates
':‘-‘,".\ 4 Job Opening:
This is a summary of the evaluative work performed on the 'Evaluator’ tabs.
(8|18 5 [ S SR (Tl L 1 s B 1 (40 (s34 (]1 | Il Once the names of candidates ha been populated, DO NOT sort or re-order these cells - it's important to maintain the formulas in this doct
NOTE: You will not need to enter ANY DATA in the gray cells on this form - it will be populated automatically based on information in each
Evaluator 1 | Evaluator2 | Evaluator3 | Evaluator4 | Evaluator5 | Evaluator 6 | Evaluator7 | Evaluator8 | Evaluator 9 | Evaluator 10 | Evaluator 11
: Evaluators
( Candid Date lnterviewe)
1
You or a :
. . 4
designee will :
populate the ;
. 9
list of 3
. 1
applicants A
. . 3
continuing to :
this stage of 5
1 8
screening ;
1
) p,
23




7. Reference Check Form

Reference Check Form
,_. 10 \
UL bHNIH LHUl \7 Click HERE for detailed instructions
e E:;f;fczeé;mh o This doc?ument provides guidance in
: developing a standard set of

Date:
Candidate Name: Checked by (Name/Title):

refe
1he cells below, click ctrl + Enter (Commangd + Enter on Mac) re n Ce Ch eCk p rOtOCO| a n d

To start a new paragraph in .
| needed, you can resize the row 10 show additional text ‘ q u eStI O n S

1f multiple reference checks are reguired: After updating the questions in this tab, click the dropdown arrow on this sheet's 1ab, then select “Duplicate” and
Candidate_Initials of Reference Checker)

to 1) double click the box before pasting and 2) paste without formatting (Ctrl + Shift + V)

rename each tab created using the appropriate format (Name of
1f you're pasting information into the boxes below, please be sure

e You or a designee should review the
Reference Check Form to identify
job-related questions to establish the
caqdidate’s prior duties, the quality of

T their past performance and what

o strengths or weaknesses can be

you work together? What was your working

why they left your organization?
| identified

andidate is applying. Briefly describe the duties and

Required Questions:
If hiring for a management or supervisor position, you must also include the required questions linked HERE.

Responsibilities: Please describe their key responsibilities. B . .
° est practice is to conduct 2 - 3

reference checks for your selected
candidate(s)

Effectiveness in role: How effective were they in carrying out those
responsibilities? overall, how would you rate the quality of work
performed (1-10)?

UCSC SHR
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8. Applicant and Candidate Disposition Log

';f “ I: SHN]H [: " ”Z Applicant and Candidate Disposition Log

Job Title:
Job Opening ID:

Initial Review Date: e T[his document is used to record the

Hiring Manager:

Hiring Uit justification for the candidate that

: - uati = = : > ‘ ; y . .
INSTRUCTIONS: Use this log once you have completed evaluations and reviewed the Evaluation Summary tab the Screening Matrices (Doc 4, 5 and 6) yo u d | | ke to h | re

Click HERE for detailed instructions

In Column F, indicate the qualification number(s) that the applicant or candidate did not meet as strongly as the selected candidate(s). These
qualification numbers should be exactly as they appear on the Applicant Screening Matrix. You must include at least one qualification that the
applicant did not meet

Do not change the numbering of qualifications ® ThIS document IS aISO USed tO reco rd
Do not create new qualifications . .
Preferred Qualifications are never used to disqualify applicants. Preferred Qualifications should be used as a tie-breaker between top candidates only th e f| na I eva | u at| on fo r ea Ch rou ted
NOTE: Upon request, Talent Acquisition will provide the disqualification reason(s) documented on this form to applicants. Individuals requesting additional a p pl | ca nt | N CI u d | N g | N te rv | ewed
information will be referred to the Hiring Manager identified in the Job Opening Request. Recruitment files will be retained by Talent Acquisition for three years. ’
candidates
Selection Justification:
Please provide a narrative

based on job-related H H H
Bosisisimen o e This document is required, and
candidates but not selected.

To start a new paragraph in the cells below, click Ctrl + Enter (Command + Enter on Mac) m ust be com p I eted befo re a j Ob
. NOE: Hover over column titles for descriptions of the column beIo. ' . offe r c a n b e s u b m Itte d

for review (including any
released after IRD)

N s W N
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For guidance on interfacing with the
recruitment documents, check out our
RDS video library
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https://drive.google.com/drive/folders/1WmiIK4ceRGdONQgWQEbEyVQpCCN09n37

Notify your CHES HR Contact once
all of the required RDS Documents
have been completed and a
candidate has been selected.

CHES HR ADMIN
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