Search & Screen File Check-Off List

The search and screen committee must document all searches to ensure compliance with the University of Wisconsin-Parkside and the U.S. Department of Labor records retention requirements.  Among the records that must be retained are the following:

1. ___The approved Position Authorization Request Form (PAR) with all signatures.  

1. ___List of all members of the search & screen committee. 

 		
1. ___Minutes and dates of all search and screen committee meetings.   
 
1. ___Completed Advertising Log being certain to include copies of posted position
newspaper advertisement clips & list of colleagues and professional organizations from which nominations were solicited.  


1. ___ List of all applicants/nominees making a file on each applicant being sure to include 
       all correspondence, letters of recommendation, examples of  letters sent, summary of 
       phone conversations, applications, resumes/dossiers and the dates when contacts
       were made with all applicants/nominees.  Additionally, be sure to number each
       application in order by date received.
  
1. ___ All evaluation  tools and selection criteria.

1.  ___ List of reference and  interview questions and  itinerary/schedule of campus visits.

1.  ___ Approved Request to Interview Forms (telephone and/or on-campus).
         
1. ___ Approved Final Candidates Form—listing strengths & weaknesses.  
        

1. ___ Complete all data entry into the Applicant Tracking System  on SOLAR being certain to     
         include setting each applicant’s disposition status at the end of the search (this takes the
         place of the AA Flow Log).

1. ___Copies and/or originals of all position offers, letters and correspondence.

Solid documentation is crucial to the search process—it is important that all documentation is limited to factual information and assessments are based on job-related concerns. 

PAR #:______________                           Position Title:_______________________________

Search and screen file completed:	_______________
				                        Date

_____________________________			______________________________
Support Staff Signature					Chair Signature
