STAFF RECRUITMENT
SEARCH COMMITTEE CHAIR REPORTING FORM

EQUAL EMPLOYMENT OPPORTUNITY STATEMENT

The University of Maryland, Baltimore (UMB) is committed to cultivating a diverse and inclusive
workforce and is proud to be an equal employment opportunity employer. All qualified applicants will
receive consideration for employment without regard race, color, religion, age, ancestry or national
origin, sex, pregnancy or related conditions, sexual orientation, gender identity or expression, genetic
information, physical or mental disability, marital status, protected veteran's status, or any other legally
protected classification.

SEARCH COMMITTEE REQUIREMENT

Search committees are formed for senior-level, university-wide, or highly specialized roles that require a
thorough evaluation See UMB Policy on the Recruitment and Selection of Staff Employees

Composed of individuals with diverse backgrounds and expertise, these committees ensure a fair,
balanced, and objective selection process. Typically, a search committee consists of three to nine
members, convened by the hiring manager or their designee and includes UMB employees with relevant
knowledge of the position.

The search committee is required to complete training on the search process. This includes reviewing and
agreeing to adhere to the Staff Recruitment and Interviewing Best Practices document and Committee
Charge Checklist.

The committee is responsible for assessing candidate qualifications through interviews, determining the
final candidate or when applicable, which candidate(s) should be moved forward to for further
consideration.

SEARCH COMMITTEE CHAIR RESPONSIBILITES
The Chairis responsible for ensuring a legally compliant search which includes

1. Ensuring that all search committee members receive appropriate training on the search
process, have read and will adhere to the Staff Recruitment and Interviewing Best Practices
document and that all members complete the Committee Charge Checklist.

Maintaining compliance with UMB recruitment policies and procedures.
Guiding the committee in developing and conducting the interviews, including selection of the
best qualified applicant(s).

4. Ensuring timely communications with candidates and the search committee members.

5. Maintaining the confidentiality of committee deliberations, communications with and identity
of candidates.

6. Ensure that all recruitment materials are collected and retained securely by the hiring
department. Seek guidance from your HR representative with any questions you may have.



https://www.umaryland.edu/policies-and-procedures/library/human-resources/policies/vii-101a.php
https://umbcits.sharepoint.com/sites/HRStaffingTeam/Shared%20Documents/Forms/AllItems.aspx?viewid=2a90cdc4%2Defe1%2D4d11%2D85dc%2D7bf06e032a80&csf=1&web=1&e=iYDmIG&ovuser=3dcdbc4a%2D7e4c%2D407b%2D80f7%2D7fb6757182f2%2Cmariyette%2Ewilliams%40umaryland%2Eedu&OR=Teams%2DHL&CT=1755706696970&clickparams=eyJBcHBOYW1lIjoiVGVhbXMtRGVza3RvcCIsIkFwcFZlcnNpb24iOiI0OS8yNTA3MTcxNDgxNSIsIkhhc0ZlZGVyYXRlZFVzZXIiOmZhbHNlfQ%3D%3D&CID=30a7bda1%2Df01e%2D0000%2De273%2D6192dfd47df3&cidOR=SPO&FolderCTID=0x01200015E1FD65EA4A1C4B8779EC15B8BD526E&id=%2Fsites%2FHRStaffingTeam%2FShared%20Documents%2FGeneral%2FStrategic%20Planning%20Folder%2FStrategic%20Plan%20%2D%20Action%20Plans%2FStrat%20Goal%202%2D%20Hiring%20Process%20Assessment%20%28Project%29%2FManual%2D%20Recruitment%20%26%20Hiring%20Manaul%20Writing%20Folder%2FForms%20for%20Manager%27s%20Toolkit%2D%20Post%20Manual%20Go%20Live%2FCommittee%20Charge%20Checklist%2Epdf&parent=%2Fsites%2FHRStaffingTeam%2FShared%20Documents%2FGeneral%2FStrategic%20Planning%20Folder%2FStrategic%20Plan%20%2D%20Action%20Plans%2FStrat%20Goal%202%2D%20Hiring%20Process%20Assessment%20%28Project%29%2FManual%2D%20Recruitment%20%26%20Hiring%20Manaul%20Writing%20Folder%2FForms%20for%20Manager%27s%20Toolkit%2D%20Post%20Manual%20Go%20Live

SEARCH COMMITTEE REPORTING

All selected candidates must have a completed application in Taleo. Once the search process is
completed, candidates who are not selected, must receive a disposition code in Taleo. Thisformisto
be included in the recruitment file. All recruitment files should be purged three (3) years after the
selected candidate starts their employment.
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SEARCH COMMITTEE CHAIR ACKNOWLEDGEMENT OF RESPONSIBILITY

As Search Committee Chair, | confirm that | have fulfilled my responsibilities to the best of my ability
and managed a fair search process for the above-named position. | held the committee members to
the highest level of professionalism, compliance, and confidentiality in accordance with UMB policies,
guidelines and state and federal laws.

Search Committee Chair Signature Date





