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Policy Statement

The University System of Geor@idSG)s an Equal Opportunitgmployer Recruitment for
faculty and staff should be completed in accordance whthproceduresset forth by the
Institution’s Chief Human Resources Officer (“CHR®Proved by the Presidei
consultation with Legal Affairs and the appropriate leadership I@xe| Vice President)
Recruitment should also e compliance with Board of Regent$3G, state, and federal
policiesregulationsandlaws

Recruitment procedurepromulgded by the hstitution must include standards for recruitment
screeningand guidance as to who can make hiring and compensation decisions on behalf of
the Institution.

In accordance with the USG Statement on Principles, an Institutiecrsitment procedures
shall be free of ideological tests, affirmations, anthsaThe basis andletermining factor for
hiring, promotion, and tenure should be that tiredividualpossessethe requisiteknowledge,
skills and abilities associated with the rolend is believed to hauvihe ability to successfully
perform theessential functions, responsibilitiemnd duties associated with the positiéor
which they are being considered. At the core of any hifangmotion, or tenure decision is
ensuingthe Institution's ability to achieve itsnission and strategic priorities in support of
student success.
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(5) Review resumes collected via thestitution’sapplicant tracking system (ATS), source
passive candidatesecruitment of thosenot actively searchingndidentify the most
gualified applicarg to move to the next phasef the selection process

(6) Proceed throughhe screening and selection stag@scluding reviewingandidate’s
application materialsconductng interviews, verifying referencgstc.) andselect the
most suitable candidateWhen applicable, review internal candidates aedact
Board Policy 8.3.3.1 Intrasystem Recruitment and USG HRAP on Eligibility for Rehire
as appropriatdy contacting the appropriatestitutionalmanager or HR department

(7) Social Media: Institutionthat use social media as part of their hiring process should
seek guidance froldSGLegal(usglegal@usg.eduand have written procedures in
place to support compliance with applicable equal employment opportunity laws. An
Institution that uses social media during the hiripgpcess should disclose to potential
applicants, in a manner determined appropriate by thstikution, that information
found on publicly posted social media accounts may be examuygahselectinghe
final candidate, the hiring manager and the appropri&tofficial will collaborate to
develop an appropriate offer of employment (including position title, compensation,
hire date etc.).

Someof thesestagescouldpotentially overlapor run concurently. Hiring managershouldwork
closelywith their direct supervisoand the Office of Human Resources to ensure adherence to
any associated policies, guidelinesles, or laws. A gopendix document with appropriate
screening questions during tisereening and selection procassncluded withthis HRAP

Georgia New Hire Reporting Prografederal and State law requires employers to report
newly hired and réhired employees in Georgia to the Georgia New Hire Reporting Center.
Institutions are to ensuréhat a process is in place for all hires and transferse reported to
the Georgia New Hire Reporting Prograttps://ga-newhire.com/
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All nominations or recommendations for appointments under this procedure sbalain the
following information and require the relevant approval prior to commencing the appointment
process:

X the written rationale for the appointment, explaining why a direct appointment process
is preferable to a standard, competitive recruitment process;

X satisfactory evidence of how the proposed appointee meetsginaificationsand
possesses theequisiteknowledge, skills and abilities dslineated withinthe position
description;

X rationale explaining how the appointment is expected to contribute to tisitutions’
strategic vision;

x the candidate’s CWr resume qualifications appropriatereferencesand details of their
current position (if applicablewithin another organization onstitution.

Please note it is the Institution’s responsibility to use this opjimhciouslyand ensure that all
requirements are met and recorded for audit, as requested by internal or external agency
requests.

The justification materialr the direct appointment nomination or recommendatiomay also
be used for the HRARdvanced Salary Increase requeten necessary.

Approvals
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particular, the Department or School concerned, vdoald be deemed a suitable candidate for
the position. Where this may be the case, it is recommended that the role is advertised
internally, allowing all staff to be equitabtonsidered for the role.

Conflicts of Interest

Particularly where the nominated appointee is an internal candidate, the staff member who is
proposing a direct appointment must declare any conflicts of interest prior to commencing the
appointment procedure proceséReference BOR Poli@y2.18.2 Conflicts of Interest, Contilic

of Commitment, and Outside Activities)

Responsible
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mailto:usg-hr@usg.edu
http://www.usg.edu/hr/officers/
https://www.usg.edu/policymanual/section6/C2653
https://www.usg.edu/policymanual/section8/C224/#p8.2.1_equal_employment_opportunity
https://www.usg.edu/policymanual/section8/C224/#p8.2.18_personnel_conduct
https://www.usg.edu/policymanual/section8/C224/#p8.2.18_personnel_conduct
https://www.usg.edu/policymanual/section8/C224/#p8.2.18_personnel_conduct
https://www.usg.edu/policymanual/section8/C245/#p8.3.3_intrasystem_recruitment
https://www.usg.edu/policymanual/section8/C245/#p8.3.1_faculty_employment
https://www.usg.edu/hr/assets/hr/hrap_manual/HRAP_Employment_Applications_Employment.pdf

HUMAN FESOURCES ADMINISTRATIVE MANUAL
EMPLOYEE RECRUITMENT

HRAP on Eligibility for Rehire

HRAP on Equal Employmentg@pgunity

HRAP on General Criteria f&mployment

Appendixl and II- USG Recruitment HRAP Appendix Document Regarding Appropriate
Screening Questions

X X X X

Related Documents and Resources (External)
x State Law +oyalty Oath

Return toHuman Resources Administrative Practice Manual Tab

USG OFFICE OF HUMAN RESOURCES Page8|14



https://www.usg.edu/hr/assets/hr/hrap_manual/HRAP_Eligibility_for_Rehire_Employment.pdf
https://www.usg.edu/hr/assets/hr/hrap_manual/HRAP_Equal_Employment_Opportunity_Employment.pdf
https://www.usg.edu/hr/assets/hr/hrap_manual/HRAP_General_Criteria_for_Employment_Employment.pdf
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Appendix |

USG Recruitment HRAP Appendix Document Regardpropriate Screening
Questions

Screening and interview questions should focus on the candidate’s ability to successfully perform
the position for which they are being consider&@knerally state and federal equal opportunity

laws prohibit the use of premployment inquiries that disproportionately screen out members
based on protected status when the questions are not justified by some business purpose. The
EEOC and state agencies take the position that the information obtained through pre
employment inquiries should be aimed solely at determining qualifications without regard to
criteria based on irrelevant, nepb-related factors. Accordingly, inquiries that reveal
information bearing no relationship to the qualifications for the job sought (e.g., year of
graduation from high school, childcasgrangements, country of origin) have been viewed as
evidence of an employer's discriminatory intentnless the information is for a legitimate
purpose g§ee information under "Bona Fide Occupational Qualifications" above and "Application
Forms" below), premployment questions about disability, race, gender, religion, national
origin, or other protected classes can suggest that the information will be ased basis for
making selection decisions. If the information is used in the selection decision and members of
particular groups are excluded from employment, the inquiries can constitute evidence of
discrimination.

A bona fide occupational qualificatigBFOQ) is a provision that permits discriminatory practices

in employment onlyif a person's "religion, sex, or national origin is a bona fide occupational
gualification reasonably necessary to the normal operation of that particular business or
enterpriee”. To establish the defense of a BFOQ, the employer has the burden of proving that a
particular class of employees would be unable to perform the job safely or efficiently and that
the BFOQ is reasonably necessary to the operation of the business. [Jypidal difficult for

most employers that are not religious organizations to invoke the BFOQ defense, as the
parameters surrounding it are limited. Title VII does permit employers to hire and employ
employees on the basis of religion if religion is "a bona fide occupational qualification reasonably
necessary to the normal operation of that particular business or enterprise."

The following includes high level guidance regarding screening and interview questions that are
legally permissible. The list is not intended to be exhaustive, but réthalfustrative purposes.
Eachlnstitution’s Human Resources department is responsibleproviding assistance and
guidancen developing and utilizing legally complianterview and screening questions.
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Topic Not Permissible Permissible

Address/Length - Aboutforeignaddresseshat wouldindicate
of Residence national origin (such dsrthplace)

- Nameor relationshipof peoplewith whom
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Topic Not Permissible Permissible

maypreventhimor herfrom meeting
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APPENDIX II

USGHRAP RECRUMENT APPENDREGARDING APPROPRIATE
COMPETENCY BASED EMPLOYMENT QUESTIONS

Examples of Competency Based Interview Questions (Technical and Behavioral Competencies)

JOB RELATED COMPETENCY

SAMPLE QUESTIONS

Customer Orientation

How do you handle problems with customers?
Give an example.

How do you go about establishing rappuaith a
customer? What have you done to gain their
confidence? Give an example.

What have you done to improve relations with
your customers?

Conflict Resolution

Decision Making

Describe a time when you took personal
accountability for a conflict. What was the issue
and how was it resolved]
Discuss an important decision you have made
regarding a task or project at work. What factors
influenced your decision?
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Professional Exgxtise

Tell us about a time that your knowledge and
subject matter expertise werimstrumental in the
successful development and/or implementation
of a project or program for the organization tha
you worked for.

Employee Development

Tell us about #&raining program that you have
developed or enhanced.

Have you ever had an employee whose
performance was consistently marginal? What
did you do?

Delegation

How do you make the decision to delegate wor
What was the biggest mistake you have had
when ddegating work? The biggest success?
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