Texas Woman’s University
Office of Human Resources
Workforce Diversity Plan for Recruiting and Selection Guidelines
Hiring Evaluation Checklist
Department:      


Name of Final Candidate:      
Position Title:      


Vacancy Number:      
Process Review:
1.       Was the appropriate process followed as outlined in the Texas Woman's University Search and Selection Handbook for Faulty and Staff?
 FORMCHECKBOX 
 YES

 FORMCHECKBOX 
 NO – Explain why      



2.       Was the Hiring Evaluation Checklist submitted to Office of Human Resources with ample time for review?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO – Explain why        


Equity Review:
3.     Were qualifications considered that were in addition to the minimum qualification outlined on the job description (i.e., were preferred qualifications such as a higher educational degree level, certifications, experience, etc.) used in addition to the minimum qualification, or did the hiring official/search committee consider qualifications less than the minimum qualifications (i.e., fewer years of experience, or a lesser educational degree, etc.) out lined in the job description?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 No  


      Explain:      


4.  Were all candidates held to the same job qualifications, refer to in question three, used for each candidate?

 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO – Explain why       



5.      Please explain how all candidates received equitable treatment and consideration during each step of the recruitment process.
     


Access Review:
6.     What credentials, other than the minimum qualifications, did the hiring official/search committee consider; i.e., additional education, professional organization affiliations, certifications, etc.?
     



8.  Did the hiring department advertise in any trade journals or other publications or list-serves, conferences, etc. specific to the position (excluding any employment ads placed by the Office of Human Resources)?  If so, please list all sources used?  
               

Diversity Review:
9.     How does the selected candidate add to the diversity of the department from an academic, professional, or personal background perspective?  
           



Department Goal:
10.    What does the selected candidate bring to this position that sets her/him apart from the rest

       of the applicant pool?
            







____________________________________________



___________________

Signature -- Hiring Manager/Search Committee Chair



Date

HR Section:

Reviewed by:  __________________________________________

___________________











Date

Comments:
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