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A. TIMELINE FOR ACCOMPLISHMENT OF WORK

A summary of the search procedure’s model timeline, which lists what action must
be taken by when, appears beginning on the next page. As the search process begins the
College will consider what, if any, unique circumstances exist, and will establish a timeline
for this particular search. Hence, the timeline for this search may vary somewhat from the
‘model” timeline. Even so, the model timeline will give you an idea about how quickly the
search will need to proceed.

That part of the search which will involve you and your fellow search committee
members includes:

Stage 5 — Search Committee Certification “Action” items 34 through 36

Stage 6 — Search Committee Applicant Screening “Action” items 37 through 53

Stage 7 — Finalist Selection “Action” items 58 and 60

B. SCORING METHODOLOGIES

Scoring methodologies are useful in evaluating the relative qualifications of
numerous applicants, and particularly so when the applicant qualifications being scored are
fairly well defined, and therefore subject to reasonable comparison any scoring by various
search committee members. The most important aspect of any scoring sheet or points
system is that the applicant qualifications being evaluated are truly job-related. A draft

example is attached for your perusal.

C. STANDARDIZED QUESTIONNARE TO JOB APPLICANTS

Presented on the next page(s) is a standardized questionnaire which may, at the



Search Committee’s option, be mailed to the minimally qualified applications (or, time
permitting, all applicants surviving a secondary cut) all applicants. This document will
appear in one of two forms.

That is, the document may be a questionnaire already tailored for the particular
position of employment for which the search is being conducted. Alternatively, the
document may be a general, standardized questionnaire, which the Search Committee may
refine by adding additional questions and/or modifying the standard questions to be more
specific to the relevant employment position. (The standardized questionnaire to job
applicants is designed for use in situations where there are a large number of applicants for

the position.)



SAMPLE QUESTIONNAIRES
FACULTY APPLICANT
MAIL QUESTIONNAIRE

Please describe your style of teaching.
What do you consider to be the primary mission of a public college?
What do you consider to be other important missions and purposes of a public college?

Do you believe that state college students should be held to the same standards of
performance as state university students? If so, why? If not, why not?

Other than class instruction, what college services do you think should be available to
students at the College of Southern Nevada?

Do you believe that it is appropriate for a state college to offer remedial education to its
students? If so, why? If not, why not?

What is your understanding as to the difference between an Associate of Science (or Art)
Degree and an Associate of Applied Science Degree?

What your understanding of the term equal opportunity is as applied to students of a state
college?

What is your understanding of the term cultural diversity? as applied to employees and
students of a college, and do you believe that it is appropriate for a public college to strive
for cultural diversity? If so, why? If not, why not?

What would you consider to be the most appropriate size for a college class offering a core
course to a freshman or sophomore? If you think it is different for different types of
courses, please explain why.

If you were charged with drafting an attendance policy for College of Southern Nevada
students, what would that policy be?

What do you consider the term academic freedom to mean in the context of a state
college?

What experience do you have in teaching through distance learning?



E. GUIDELINES FOR INTERVIEWING JOB APPLICANTS

In preparing for and conducting interviews of job applicants, there are numerous
factors which the person or persons conducting such interviews should take into account.
Among these considerations are such matters as: (1) the objectives of the interview
process; (2) the relationship of interview questions to the objectives; (3) any potential
communication problems (such as a hearing or speech impairment on the part of the
interviewee, or a possible language barrier if English is not the interviewee’s first language);
(4) the ability to provide reasonable accommodations for a disability of the interviewee or a
committee member; and (5) how the results of the interviews will be recorded and/or
reported. The following guidelines are designed to assist persons responsible for pre-
employment interviews.

1. Preparing For and Scheduling The Interview

a. General Parameters. The interview questions should be prepared in advance and
be based on the job’s essential qualifications and functions. Where appropriate, there can
also be skills tests or the submission of work samples so long as the assessment of such is
directly related to the essential functions of the job. As a general rule, no questions about
mental or physical health should be asked or discussed, nor should medical records be
requested, unless directly related to the applicant’s qualifications for the job. Even then,
medical information should not be requested except from persons who are in line to be
offered employment, and only after the College’s legal counsel is consulted.

b. Records. A copy of the questions used in an interview should be maintained. Itis
also advisable for the interviewer(s) to retain notes taken during the interview.

c. Accommodation Requests. All requests for the accommodation of applicants with
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disabilities should be handled by CSN’s ADA Coordinator, who should prepare a record of

each request and what was done in response to the request. If the request is denied, in

whole or in part, then it is imperative that the reason(s) for the denial be stated in a report to

be retained in the appropriate office(s).

d. Getting Ready To Ask Questions. The following is a list which should be reviewed

by each person who is going to conduct, either individually or as a committee member, an

interview of a prospective employee.

Vi.

Vii.

Be familiar with: the job announcement, all required qualifications (including
certification or licensure, if these are required), the advertisement for the
position, and all relevant policies and procedures.

Use approved questions relating to if and how the applicant will be able to
perform the essential functions of the job.

Make a general outline of what needs to be covered during the interview.
Review the applicant’s resume and application form. Structure follow-up
questions so as to clarify or flesh out any information which is unclear in the
application materials.

If appropriate, prepare skill tests based on the essential functions.

If appropriate, ask for documentation, work samples, or other evidence of the
applicant’s ability to perform the essential functions of the job. For example,
a search committee may request writing samples, art samples (for an art
instructor), music samples (for a music instructor), etc.

Ensure that reasonable interview accommodations are made for any job
applicant who has requested such accommodation.

10



viii.  Be aware that body language, communication skills, and social skills can be
an inaccurate measure for many people with mental or physical disabilities.
ix. Prepare to document, by written minutes, each applicant’s responses to
interview questions. (This documentation is critical in responding to
complaints by applicants who were not selected.)
x.  Familiarize the applicant in advance with the names and positions of all
persons whom he/she will be meeting during his/her visit.
Provided that the reasonable accommodations have been followed, expect the same
measure of punctuality and performance from people with disabilities as is required from
every other potential or actual employee.

2. Conducting The Interview

Listed below are suggestions for persons who will be involved in conducting
interviews of job applicants.

a. Asking Good Questions and Job-Related Follow-up Questions. The task of
asking only proper questions that are reasonably related to the job, through asking all of the
applicants the same set of questions (or differing questions from the same set of questions)
need not be a “robotic” exercise. Follow-up questions are appropriate if they are made in a
manner that is reasonably calculated to keeps the interview “on subject” — that is, involves
only inquiries that appear to be related to the performance of the job. In this regard,
consider:

i.  Conduct interviews in a manner which emphasizes the applicant’s abilities,
achievements, and individual qualities.
i. Avoid questions which are overly broad, vague, or open-ended. Ask

11



questions in such a way as to obtain specific answers.

iii.  Avoid asking questions in such a way as to cue the interviewee as to the
answer you might want. (For example, don’t ask: You do believe in being a
team player, don’t you? Instead, the interviewer might ask questions about
how the applicant has worked before in group situations.)

iv. If an answer is unclear or incomplete, ask follow-up questions designed to
focus the answers on the needed information. (For example, if a faculty
applicant says, I've taught a lot of different speech courses, the interviewer
might ask for an estimate of how many different courses were taught; what
they were; and where and how long ago they were taught. For another
example, if an applicant says, My current position doesn’t challenge me
enough, the interviewer might ask what is it about the job that is
unchallenging and/or what kind of a challenge it is that the applicant is
seeking.)

v. Use non-verbal cues to encourage the applicant to say more. (Such cues
might include a slight nod of the head, or saying | see, or just allowing for the
pregnant pause by not saying anything following a response which may need
elaboration. Often, when a response is not immediately followed by another
question, the applicant will feel a need to add something to the response.)

3. Interviewing Disabled Persons

a. Interviewing Disabled Persons — In General. When interviewing disabled
applicants consider:
i. Conduct an interview with a person with a disability or communication
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impairment in a manner as close as possible to that of an interview with any

other applicant. Be considerate without being patronizing.

i. When interviewing a person with a speech impediment, refrain from

completing a sentence for the applicant.

iii. Ifitappears thata person’s level of ability might inhibit performance of a job,

ask a question of the nature of: How would you perform this job?

For example, instead of saying:

| notice that you are in a wheelchair, and | wonder how
you will get around. Tell me about your disability,

Say:

This position requires digging and using a wheelbarrow,
as you can see from the job description. Do you
foresee any difficulty in performing the required tasks?
If so, do you have any suggestions as to how these
tasks can be accomplished?

b. Interviewing Applicants with Mobility Aids. When interviewing persons with

mobility aids:

Enable people who use crutches, cane(s) or wheelchairs to keep them
within reach.

Be aware that some wheelchair users may choose to transfer
themselves out of their wheelchairs into an office chair, for the
duration of the interview.

When speaking to a person who uses a wheelchair or crutches for
more than a few minutes, sitin a chair. Place yourself at that person’s

eye level to facilitate conversation.
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c. Interviewing Applicants with Visual Impairments. When interviewing persons
having visual impairments:
i. When greeting a person with vision impairment, always identify
yourself and introduce anyone else who might be present.
ii. If the person does not extend his/her hand (to shake hands), orally
state a welcome.
iii.  When offering seating, place the person’s hand on the back or arm of
the seat. A verbal cue is helpful as well.
iv.  Let the person know if you move or need to end the conversation.
d. Interviewing Applicants With Speech Impairments. When interviewing persons
with speech visual impairments:
i.  Listen with your whole attention to the responses.
ii.  Ask short questions that require short answers or a nod of head.
iii. Do not pretend to understand if you do not. Ask the person to repeat
what you do not understand.
iv. Do not raise your voice. Most persons with speech impairments can
hear and understand normally.
e. Interviewing Applicants Who Are Deaf Of Hearing Impaired. When interviewing
persons who are deaf or have a hearing impairment:
i. If you need to attract the attention of the interviewee, touch him/her
lightly on the shoulder.
ii. If the applicant lip-reads, look directly at him/her. Speak clearly at a
normal pace. Do not exaggerate your lip movements or shout. Speak

14



expressively because the person will rely on your facial expressions,
gestures and body movements to understand you. Maintain eye
contact. (Note: It is estimated that only four out of ten spoken words
are visible on the lips.)

iii.  Place yourself facing the light source and keep your hands, cigarettes,
or food away from your mouth when speaking.

iv.  Shouting does not help and can be detrimental. Only raise your voice
when requested. Using brief, concise written notes may be helpful.

v. Inthe United States, many deaf people use American Sign Language
(ASL). However, ASL is not a universal language. ASL is a language
with its own syntax and grammatical structure. When scheduling a
signer/interpreter for a non-English speaking person, be certain to
retain an interpreter who can speak and interpret in the language of
that person.

vi. Ifaninterpreter is present, it is commonplace for the interpreter to be
seated beside the interviewer across from the interviewee.

vii.  Interpreters facilitate communication. However, they should not be
consulted or regarded as a reference for the interviewee.

4. Do’s And Don’ts” Of Interviewing To Avoid Other Forms Of Discrimination

Listed below are “do’s and don’ts” designed to ensure that job applicants do not
begin to feel that the person(s) conducting the interview is/are unlawfully discriminating in
employment because of the applicant’s race, color, national origin, gender, marital status,

religion, or age. It is also important to avoid certain questions that, while not directly or
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obviously based upon one or more of these impermissible criteria, nevertheless may be
associated with impermissible criteria due to societal or historical understandings.
a. Marital And/Or Family Status:
(1) Don'’t ask:
about marital status or children; child care arrangements.
about pregnancy or family planning.
(2)  Okay to ask:
whether applicant can meet specified work schedules or has activities
or obligations which might hinder meeting work schedule or travel
requirements.
b. Age:
(1) Don’t ask:
how old applicant is or when applicant was born; for proof of date of
birth.
(2) Okay to ask:
for age information, after employment offer, if for a business reason
such as insurance, retirement eligibility, license requirement, etc.
c. National Origin:
(1) Don'’t ask:
about place of birth, native tongue, first language, or what language is
spoken at home.
about origin of applicant’s surname.

about parents’ nationality.
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(2) Okay to ask:

about foreign language ability, ifthat is related to essential functions of
job, but not how language skills were acquired. (NOTE: Itis also okay
to test for foreign language skills, if job-related.)
about legal eligibility to work in U.S. at time of potential employment
offer.
about length of time at address(es) stated on application form.
d. Military Record:

(1) Don'’t ask:
about type of discharge.

(2)  Okay to ask:
about military work experience which is related to position being
sought.

e. Religion:
(1) Don’t ask:

any question which would potentially involve disclosure of religious
belief, affiliation, religious holidays observed, etc.

(2)  Okay to ask:
if there is any potential problem with meeting work schedules for the
job.

f. Arrest/Conviction:

(1) Don'’t ask:

about arrests.
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(2) Okay to ask:
about convictions which directly relate to job eligibility, licensing,
bondability, or essential job functions.
at an appropriate time and through an authorized College official,
about convictions which are required by Nevada law to be disclosed to
the College by the applicant.

Organizational Affiliations:

(1) Don'’t ask:
of what organizations is the applicant a member.

(2)  Okay to ask:
applicant to list organizations which the applicant believes would
demonstrate a direct relationship to the applicant’s ability to qualify for
or perform the job. (Advise the applicant that he/she need not list any
organization which indicates or implies the applicant’s race, religion,
sex, age, national origin, mental or physical disability, or other
membership in a protected group.)

Height / Weight / Race:

(1) Don’t ask:
about height, weight, race, eye color, complexion, hair, or any other
overt physical characteristic.
where relatives live.

(2) Okay to ask:

applicant to take physical fitness test upon a potential offer of
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employment, if directly related to essential job functions, so long as
same requirement is applied to all applicants offered employment.
References:
(1) Don'’t ask:
for any reference such as a pastor or priest (which might indicate
religious preference).
(2)  Okay to ask:
for names, addresses, and phone numbers of persons who can attest
to the applicant’s professional suitability for job.
Education:
(1) Don’t ask:
questions about a school’s or college’s nationality or religious or racial
affiliation or history.
(2) Okay to ask:
about high schools or colleges attended, the applicant’'s academic
performance, diplomas, degrees, or certificates.
about applicant’s major or minor areas of concentration.
about whether colleges or universities attended were accredited by a
regional or national accrediting organization.
Personal Finances:
(1) Don'’t ask:
about overdue bills, credit history, net worth, or credit rating (unless

directly related to job eligibility or required bondworthiness).
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about pending judgments or bankruptcy (unless directly related b
job eligibility or required bondworthiness).

Health:

(1) Don'’t ask:
about medical history; mental or physical problems, handicaps, or
disabilities; status of health, or medications of applicant, family
members, or associates.

(2)  Okay to ask:
about applicant’s ability (with or without reasonable accommodation)
to perform all essential physical or mental functions of job.
how college can best help applicant to do the job, if the applicant has
indicated that an accommodation would be necessary.
applicant who is otherwise qualified to take a physical, mental, or
psychological examination at time of potential offer of employment, so
long as the exam is directly related to the essential functions of the
job, and so long as the same requirement is applied to all applicants

being offered, or to be offered, employment in the same position.
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F. JOB ANNOUNCEMENT

The approved job announcement for the relevant position of employment is presented on

the initial search committee meeting.

21




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


