[bookmark: _2dlolyb]Guidebook Five:  Completing the Search
The purpose of this document is to provide best practices for inclusive decision-making and to support the search committee and hiring authority during the last stages of the search process.

[bookmark: _sqyw64]Letters of Recommendation 
Letters of recommendation are typically written by colleagues selected by the candidate to reflect the candidate in the best light. In academic fields that are not diverse, overly relying on letters of recommendation tends to maintain the status quo and perpetuates an “in group” that makes it difficult to bring in more diverse scholars. If letters of recommendation are requested, consider the following to interrupt bias: 

· Consider asking for letters of recommendation from finalists only (as opposed to all applicants in the pool). In addition to saving time by moving the search process along more quickly, this strategy can aide in maintaining confidentiality for candidates until the finalist stage and can mitigate bias early in the process.  

· Read letters of recommendation critically for signs of bias. The language used in letters of recommendation for women-identified candidates can be different than that used to describe men-identified candidates. Additionally, be aware of cultural differences in terms of tone and language that may be used to describe candidates by authors from countries outside of the United States.
· Focus on the candidate’s work experience and their ability to be successful in the position.

· Avoid being influenced by extraneous and non-position related factors such as the status of the candidate’s recommender or the status of the candidate’s institution.

[bookmark: _3cqmetx]Reference Checks  
A hiring authority may call, or email references provided by the candidate. It is considerate to inform the candidate before references are contacted, especially when contacting the candidate’s current advisor or upline supervisor. 
· Conduct reference checks consistently, with the same questions, and by the same person(s).

· Ask only questions that are relevant to the position.

· Focus on the candidate’s work experience and avoid being influenced by extraneous non-position related factors. 

· Contact references by calling or emailing. The CU Boulder job site also uses Skill Survey, a reference check tool that will email references directly. 

See the Faculty Reference Checks sample.
[bookmark: _1rvwp1q]Making the Offer
Once a finalist is selected, the search committee’s job is complete. At this point, the hiring authority should extend a verbal offer to the selected candidate and provide a timeframe for a response (such as 48 hours to contact the hiring authority with their decision).

[bookmark: _4bvk7pj]Criminal Background Check
A criminal background check and other checks needed for the position (such as a financial check) must be requested in the CU Boulder job site when the offer letter is provided to the candidate. 
· An offer letter states that the offer is contingent on a successful background check.
· Depending on where the finalist has lived, various counties need to be checked. As a result, background check results can take 7-10 business days on average. 
· The Background Check & Recruiting Program Coordinator will inform the Hiring Authority whether the candidate successfully passed the background check.
 
[bookmark: _2r0uhxc]Offer Letter 
Once a finalist accepts the position, the Hiring Authority will draft an offer letter with the agreed upon salary, benefits, criminal background check language, start date, additional legal information, etc.  
The Office of Faculty Affairs offers several offer letter templates based on the position type at: https://www.colorado.edu/facultyaffairs/a-z#O 

[bookmark: _1664s55]Closing the Search
Once the search concludes, the search committee must tend to record-keeping compliance and analyze the success of outreach and advertising efforts. 
· Notify candidates 
Notify all candidates through a letter in the CU Boulder job site or by email of their status when the search is concluded. 
It is preferable to notify candidates throughout the process when they are no longer being considered. This prevents applicants from having to wait weeks or months to be notified.
As a reminder when notifying candidates of their status, do not give specific reasons for not moving candidates forward. An example of what could be noted is: “We had a strong pool of qualified candidates which made the decision of who to select difficult. We decided to move forward with another candidate at this time.” 
· Track candidate reasons 
Once a finalist is offered a position and accepts, track and note candidates’ applicant status via the CU Boulder job site:
· Provide reasons candidates were not selected using the reason codes provided. Sometimes there may be multiple reasons why a candidate was not selected. The disposition chosen should reflect the most overarching reason or the closest fit.
· All candidates must have a disposition code selected.
· Identify the selected candidate. 
· Close the search process in the system. 
Note: Only those involved in the search committee process and Human Resources should have access to the actual reason codes for not moving candidates forward. These reason codes are provided in the CU Boulder job site but are not visible to candidates and should not be shared with them. While candidates should be notified of their status, keep information provided to candidates general.
· Record retention: 
· Record Retention for the finalist: According to CU Boulder’s records retention guidance, search committee records should be retained for ten years following an employee’s separation from the University as part of the employee’s personnel file. This could mean that search committee records for the finalist who is hired must be held onto indefinitely, including the CV, letters of reference, faculty oath, Recruiting Authorization Form, offer letter, and degree verification. 
· Record retention for all candidates:
· In order to comply with Affirmative Action requirements, applicant information and applications including curriculum vitae, resumes, statement of interest, cover letters, written essays/statements required for submission, letters of reference, candidate references will be retained in the CU jobs system for three years. In order to track and retain records, it is best practice to incorporate all documents in the CU jobs system when possible. Alternatively, these documents should reside in a designated location in the department for three years after the completion of the search. 
· Information not tracked in the CU jobs system could include the evaluation forms/rubrics, interview questions, and interview notes from search committee members. Search documents also include any recordings of interviews if the department created any such recordings during the search process that are not maintained in the CU jobs system. These documents (if not housed in the CU Boulder job site) must be retained for at least three years, at which point they can be deleted or shredded. 
· Finalist application materials, including the offer letter package, must be given to The Office of Faculty Affairs following the search process.  
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