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THE RECRUITMENT DOCUMENT SUITE
MODULE 3
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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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Recruitment Document Suite

• Hiring@ucsc.edu manages the shared
folder. A link will be provided to you when
your job is posted

• When Talent routes your applications after
the Initial Review Date (IRD), the
application materials will be available in
your folder

• Most of the documents are required
before the hiring manager is able to
share the selected candidate
information with Talent Acquisition

mailto:Hiring@ucsc.edu
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0. Recruitment Forms Overview

● This reference document
provides a brief overview of
each document in the suite
and when they are required

● We’ve also provided a list of
recruitment documents that
the unit will initiate and save
to the suite
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1. Recruitment Planning Guide

● The Planning Guide includes some
questions that should be answered at
the beginning stages of the
recruitment

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

● This document is required and
must be completed by your unit
before a job offer can be submitted
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2. Hiring Committee
● 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
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3. Qualification Assessment Plan

● This document will include all of
the qualifications and SCOEs as
indicated in the Job Description

● You will use this document to
specify the importance of each
qualification and at which stage
you will evaluate applicants
against these qualifications

● This document is required, and
must be completed before a job
offer can be submitted
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4. Screening Matrix – All Applicants

● The matrix should be
used to record individual
committee member input
during the applicant
screening process

● Each committee member
will have their own tab to
evaluate applicants. The
results of the evaluations
will auto-populate in the
Evaluation Summary tab

● This document is
required, and must be
completed before a job
offer can be submitted
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5. Screening Matrix – Continuing Applicants (Optional)

● Should you choose to
screen applications in
multiple rounds, there is
an additional matrix that
you will want to use

● The use of this
document is optional.
If used, it must be
completed before the
job offer can be
submitted

You or a designee will populate 
the list of applicants continuing 
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.

You or a 
designee will 
populate the 
list of 
applicants 
continuing to 
this stage of 
screening
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7. Reference Check Form

● This document provides guidance in
developing a standard set of
reference check protocol and
questions

● You or a designee should review the
Reference Check Form to identify
job-related questions to establish the
candidate’s prior duties, the quality of
their past performance and what
strengths or weaknesses can be
identified

● Best practice is to conduct 2 - 3
reference checks for your selected
candidate(s)
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8. Applicant and Candidate Disposition Log

● This document is used to record the
justification for the candidate that
you’d like to hire

● This document is also used to record
the final evaluation for each routed
applicant, including interviewed
candidates

● This document is required, and
must be completed before a job
offer can be submitted
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For guidance on interfacing with the 
recruitment documents, check out our 

RDS video library

Coming  Soon!

Click on the binoculars to view our sample Recruitment Document Suite

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.
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