
Selection Committee Training



Welcome
First off, thank you for volunteering your time to 
be on this committee. 

This presentation is to make sure every member 
of every selection committee has the same 
training and information, so selection committee 
processes go smoothly and properly.



Each member of the committee should have 
received an email from Human Resources (HR) 
with the following attached files:

• Selection Committee Agreement
• Selection Committee Guidelines
• EEO Board Policy Employment Procedures



Selection Committee Agreement



Selection Committee Guidelines

The purpose of this document is to go over important 
information as it relates to Equal Opportunity 
Employment law and the hiring/recruitment process. 
The topics addressed are: 

• Interview Committee Expectations
• Internal/Known Applicants
• Equal Employment Opportunity
• Veteran’s Preference
• Interview Basics
• Summary of Employment Law



Selection Committee Guidelines

• Interview Committee Expectations
• Internal/Known Applicants
• Equal Employment Opportunity
• Veteran’s Preference



Selection Committee Guidelines

Interview Basics

• Tips For a Better Interview
• 25 Questions to Avoid
• Appropriate and Inappropriate Questions
• Interviews Should Be Free of Culture and Value Bias
• The Harmless Comment
• Too Much Information
• Clarifying Questions



Selection Committee Guidelines

Summary of Employment Law

• Age Discrimination in Employment Act
• Americans with Disabilities Act
• Civil Rights Act
• Equal Pay Act 
• Genetic Information Nondiscrimination Act
• Immigration Reform & Control Act
• Pregnancy Discrimination Act
• Rehabilitation Act
• Uniformed Services Employment & Re-employment Rights Act
• Vietnam Era Veterans' Readjustment Assistance Act



EEO & Board Policy Concerning 
Employment Procedures

Board Policy 302: Equal Employment Opportunity

UCC Complies with many EEO laws including:
• Title VII of the Civil Rights Act of 1964 (as amended) 
• Title IX of the Educational Amendments Act of 1972 
• Section 503 & 504 of the Rehabilitation Act of 1973
• The Age Discrimination Act of 1967 
• The Americans with Disabilities Act of 1990
• The ADA Amendments Act of 2008 
• The Uniformed Services Employment & Reemployment Rights Act of 1994
• All local and state civil rights laws



Other Important Topics
Veteran’s Preference
UCC honors veteran’s preference and takes this topic VERY seriously. If any veteran meets 
the minimum qualifications for a position, they are to be honored with an interview. This is 
not a negotiable step in the selection process. It is required by law to do so and not abiding 
by this rule opens the college up to possible legal litigation and severe repercussions. 

Conflicts of Interest
Conflicts of interest should be taken seriously. If you could be considered biased against or 
for any of the applicants being reviewed, you should let your committee chair know. 
Depending on the level of possible conflict, you may be asked to recuse yourself from the 
committee. The most common conflicts of interest are:

• Family members
• Friends
• Neighbors
• Past relationships

While you may feel you can be objective in a case like this, unconscious bias may play a roll 
without you realizing. If it becomes known that you willfully participated in a committee 
where there was a clear conflict of interest, the college could be forced to scrap any 
progress in filling the position and start over. 



Selection Committee Process

• Applications reviewed by HR
• Selection Committee Agreement signed
• Scoring Grid
• Interviews
• Recommendation to Hire or Failed Search
• Turn in all paperwork and any additional notes



Thank you 
&

Best Wishes
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