ARTICLE 17 — EMPLOYMENT SCREENING AND SELECTION PROCEDURES  (TA 5/15/14)
Section 1
Academic Employee Screening Committee

a. Screening and selection procedures for annually contracted academic employee positions will be conducted according to this article and the CCS affirmative action policy.

b. A screening committee will be established for each open annually contracted academic employee position. The screening committee will be composed of an administrator, member-at-large and three (3) academic employees. Academic employees of the committee will be chosen by the department will choose the academic members chosen by the department in which the new academic employee will serve or a related area as identified by the department. When possible a majority of the academic employee members of the committee will be from the department in which the new academic employee will serve, and where feasible.  Retired, retiring or separating faculty shall not serve on a committee without the expressed prior approval of the appointing authority. The committee will mutually recommend one (1) candidate for the member-at-large. Attempts will be made to diversify the committee. If necessary, the appointing authority shall make these final appointments.

b. For each open annually contracted academic employee position, a screening committee will be formed, to include: 

1. An administrator,
2. Three (3) academic employees chosen by the department in which the new academic employee will serve or a related area as identified by the department.  When possible:
i. a majority will be from the department in which the new academic employee will serve,
ii. committee membership will be diversified.
3. A member-at-large (from within or outside CCS) recommended by the academic employees of the committee and the administrator.
At least one committee member will be a content expert in the vacancy’s discipline or in a related discipline identified by the department.

Retired, retiring or separating faculty shall not serve on a screening committee without the express prior approval of the appointing authority
The appointing authority shall approve the appointments.  A stipend (per Section 2 of this article) may be provided.
c. The administrator shall chair the committee and be responsible for calling meetings, coordinating schedules and assignments, and preparing the committee’s recommendations.

d. The committee will be advised by the affirmative action officer and/or a Human Resources Office representative about comprehensive, professional screening procedures and processes. These resource persons may attend any meeting of the committee.

e. The HR Office will maintain most recent job announcements by position, and provide templates representative of these announcements to search committees. Sample announcements will indicate which elements are mandatory and which are within the purview of the committee to adapt or modify. The committee will review and adapt the sample announcement to include preferred qualifications or externally required qualifications (or both) that best meet the department’s needs. Adaptations and modifications must be consistent with the Master Contract, chapter 131-16 WAC, and CCS affirmative action policy. The draft announcement will be reviewed and approved by the appointing authority and HR. Before forwarding the draft announcement to HR, the appointing authority will inform the committee of any changes, with reasonable time for the committee to respond, or the committee’s version will be used. HR will inform the committee of any subsequent changes to the forwarded announcement prior to posting. 
f. The committee will assist with developing recruitment strategies, advising on the scope of posting, screening applicant files, checking references, interviewing candidates, and preparing the committee’s recommendations. The committee is charged with recommending three (3) finalists, in alphabetical order with strengths and weaknesses clearly delineated for each finalist, who in the consensus opinion of the committee can perform the functions of the position. If the committee is unable to recommend three finalists the chair may request consideration from the appointing authority to waive this requirement.

g. The appointing authority shall inform the committee of offers of employment or other proposed action relative to the open position.

Section 2
Schedule for Screening and Selection

a. The screening committee shall adopt a schedule to comply with time frames established by the chair.

b. In the event the screening committee work is not completed by the last contractual day of spring quarter, the academic employee members will receive a stipend of $300.00 for completion of the screening process.
Subject to agreement on all terms and legal review, the parties tentative agree:
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For AHE:  ____________________________________________________________

For CCS:   ____________________________________________________________

