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DESCRIPTION:

Once a position has been posted to the College’s website and/or an advertisement has been inserted into the newspaper, applications will be collected by Employee Relations (ER) and kept until the posting has closed.

STEPS:

1. When a faculty position is posted with ER, the ER clerk will assign a posting number and create a ‘competition folder’.  The Administrative Officer (AO) or designate, then e-mails previously used questions to the Coordinator for updating and editing.

2. Once the posting has closed, the AO or designate picks up the folder from the ER clerk and gives it to the Coordinator of the appropriate program to review.  If there are a lot of applications, it may be necessary to copy all of them for the Selection Committee to review for short listing.  If there are only a few, the Committee can usually meet and review the applications together.  Once the short listing has been completed, set up interviews for the candidates. Usually, candidates are given the interview questions 15 to 30 minutes in advance.  This time needs to be included when setting up the interviews.

3. Once the interviews have been arranged, give each Committee member a package consisting of the following:

· Interview schedule, including room number 

· Copy of each application

· Attach a copy of the interview questions, to each application, with the applicant’s name at the top

· The Chair of the interview team also receives a form to record all the courses for which the applicant has been qualified to teach.
4.
Send an e-mail to each person being interviewed confirming date/time of interview and attach a reference check form.  Ask the person to bring the completed form to the interview.

5.
When a candidate has been selected, the Chair of the interview team will advise those interviewed applicants who were not successful, usually by telephone.  Do a follow-up letter for those in this situation and also a letter for those who were not short-listed.
6.
It is mandatory that all interview materials are returned by the Committee members – all copies of applications, all interview notes, etc.  Shred all copies of the applications – KEEPING ONLY THE ORIGINAL - for the competition file.  

7.
Clip each person’s interview questions/notes to the appropriate resume and return all materials, in the competition file, to Employee Relations along with a memo stating who the successful candidate(s) is and listing his/her qualified-to-teach courses.  Also enclose a New Faculty Hire form and an Account Request form (for email, computer system access).  See samples attached.  

8.
If an interviewee has been qualified to teach some courses but will not receive a contract, at this time, keep a copy of the resume and the qualified to teach sheet in the appropriate folder for future use.

REFERENCES:  N/A
ATTACHMENTS:
1. Interview Schedule for Faculty Competition

2. Faculty Qualified to Teach (QTT) Interview Template – Faculty of Child, Family and Community Studies, Faculty Selection committee

3. New Faculty Hire Information http://www.douglas.bc.ca/employees/employee-relations/forms.html
4. Centre for Education and Information Technology, Account Request Form http://www.douglas.bc.ca/ceit/employee-services.html
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