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Foreword 

CCD HR is here to help you hire the most qualified faculty to teach for the 
college. Our goal is to serve you in this process. Concerns or complaints 
about this process or its application should be forwarded to the Director of 
Human Resources. 

This Guide to Faculty Recruitment & Search Process (Guide) contains 
pertinent information, current through the date of its issuance. To the extent 
that any provision of this Guide is inconsistent with State Board for 
Community Colleges and Occupational Education Policies (BP) or Colorado 
Community College System President’s Procedures (SP), the BP and SP shall 
supersede and control. BP and SP are subject to change and are effective 
immediately upon adoption by the Board or System President, respectively. 
BP and SP may be viewed at the CCCS website.  

CCD strives to hire and retain highly qualified staff and faculty that reflect 
the diverse community we serve.  CCD’s Affirmative Action Plan (AAP) 
identifies the metrics used to measure improvements in hiring and retaining 
a representative workforce, identifies the current diversity of our present 
workforce, the external availability of qualified candidates, and identifies 
opportunities for improvement. This Guide incorporates the strategies and 
recommendations outlined in CCD’s AAP. BP 3-120 – Affirmative Action / 
Anti-Discrimination Policy & SP 3-120b – Equal Employment Opportunity / 
Affirmative Action Program may be referenced for additional information. 

Nothing in this Guide is intended to create (nor shall be construed as 
creating) an expressed or implied contract or guarantee of employment for 
any term. This document is intended as a descriptive process guide only and 
does not promise any specific process, procedure, or practice will be followed 
by CCD. CCD reserves the right to modify, change, delete, or add to the 
information in this Guide at any time. 

Scope:  This Guide applies to all approved / vacant open-competitive faculty 
positions. See the Community College of Denver’s Faculty Handbook for 
additional information regarding the minimum standards for hiring new 
faculty and other pertinent information regarding faculty employment. 
  

https://www.cccs.edu/about-cccs/state-board/policies-procedures/
https://www.cccs.edu/bp-3-120-affirmative-action-anti-discrimination/
https://www.cccs.edu/bp-3-120-affirmative-action-anti-discrimination/
https://www.cccs.edu/sp-3-120b-equal-employment-opportunity-affirmative-action-program/
https://www.cccs.edu/sp-3-120b-equal-employment-opportunity-affirmative-action-program/
https://www.ccd.edu/docs/ccd-faculty-handbook
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Faculty Position Approval Process 

All new and/or vacant faculty positions must go through the Position 
Approval Process prior to starting the recruitment and search process.  The 
Position Approval Process can be found in HR-11.   

Recruitment Process 

This section provides the steps of the recruitment process, including creating 
and approving the job posting, advertising the job posting, and accepting 
and screening applications. 

Creating & Approving the Job Posting 

Once HR has received approval to fill a position using an open competitive 
search and all necessary forms included within HR-11 are complete, HR 
will create a draft job posting based on the finalized job description that is 
then provided to and approved by the hiring supervisor. HR will work with 
the hiring supervisor to clarify the meanings of qualifications to ensure HR 
screening is accurate. 

HR will email the job posting draft to the hiring supervisor for final review 
and approval within three business days of receiving approval to fill a 
position. Once the job posting is approved by the hiring supervisor, HR will 
advertise the position and email the hiring supervisor a link of the final job 
posting. See Advertising the Position, below.   

Advertising the Position 

HR and the hiring supervisor will together determine the length of 
advertisement, whether two, three or four weeks, and the sites where the 
job will be advertised. All positions will be posted to CCD’s Careers Site as 
well as provided to all staff through the Weekly Update. 
 
In addition, faculty positions are typically advertised on Higher Ed 
Jobs.com, Monster.com including the Diversity Job Network, State of 
Colorado Career’s Site, and Indeed.com. 

  

https://www.ccd.edu/docs/position-approval-process
https://ccdcareers.silkroad.com/
https://www.higheredjobs.com/default.cfm
https://www.higheredjobs.com/default.cfm
https://www.monster.com/
https://www.governmentjobs.com/careers/colorado
https://www.governmentjobs.com/careers/colorado
https://www.indeed.com/
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HR will also recommend additional possible posting sites designed to 
attract diverse candidates, including the Colorado Coalition for the 
Educational Advancement of Latinxs (CoCeal). Where the hiring supervisor 
has specialized knowledge and experience such as membership in a 
professional organization, HR will collaborate with them to determine the 
most appropriate additional sites for job posting, within budget 
constraints. Hiring supervisors may also be aware of paid and unpaid 
listservs which they should provide to HR as potential posting sites.  
 
HR must approve and post all job advertisements and will also coordinate 
sending out the notification to the applicable listserv, whether paid or 
unpaid.  
 
When a faculty position has been posted, and there are no qualified 
applicants, HR will work with the supervisor, Provost and CFO to explore 
the possibility of an exception to post at a higher salary. 

 
Accepting & Screening Applications 

Applications will be accepted between the open and close dates included 
with the job announcement. Where a limited number of qualified 
candidates has applied, HR may recommend, or the hiring supervisor may 
request, extending the closing date. Otherwise, on the position closing 
date, HR will remove the job posting from CCD’s Careers Site and all 
applicable external advertising sites. 

HR will screen the application materials within three business days of the 
position close date, to ensure minimum qualifications are met.  During 
periods of high recruitment or where there are a large number of 
applications to screen, it may take HR longer.  HR will update the hiring 
supervisor if screening will take more than three business days and 
provide a date when the hiring supervisor will receive the final candidate 
pool. 

HR will contact candidates who did not provide all required application 
materials and will give candidates one week from date of HR notification 
to return the requested application materials. If a candidate does not 
return the requested materials within one week, absent special 
circumstances, the candidate will be eliminated from consideration for the 
position.  HR will also notify candidates who were not qualified for the 
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position, no later than one week from finalizing the selected candidate 
pool and indicate they were not selected to move forward in the process.  
HR will work with the hiring supervisor if there are internal applicants who 
did not qualify for the position or did not move forward for the first round 
of interviews. 

Search Process 

This section provides information about determining which search process 
is warranted based on the number of qualified applications received and 
the necessary steps associated with the search process.  For purposes of 
this document, unless stated specifically, the supervisor may be the 
Dean, or the Chair and Dean collectively, depending on the vacant faculty 
position.  

Determination of Search Process 

The President, at his or her discretion, has the authority to do a direct hire 
of a qualified candidate. 

If six or fewer candidates meet the minimum qualifications, all six will be 
forwarded to the hiring supervisor for final interviews. (See Supervisor 
Interview Process, below).  

If seven or more meet the minimum qualifications, all will be forwarded to 
a search committee. (See Search Committee Process, below).   

Supervisor Interview Process (Search Committee Not Needed) 

The direct hiring supervisor, whether a Chair or Dean, will contact all 
candidates to schedule and conduct interviews.  Interviews may be 
conducted in-person or remotely by videoconference. Refer to Request to 
Hire section, below, for next steps after interviews conclude. 

Search Committee Process (seven or more qualified candidates) 

a. Supervisor Selects Committee Candidates. 
The hiring supervisor will provide the Human Resource Recruiter with 
the names of three or five diverse individuals. At least one person 
must be employed outside of the supervisor’s department/center and 
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at least one member must be from Enrollment Administration & 
Student Success.  The supervisor may serve on the search committee, 
but it is recommended the supervisor not chair the committee. The 
supervisor will identify the committee chair. 

 
HR will review and approve the committee members proposed by the 
supervisor, within two business days.  
 
After the committee members have been approved by HR, HR will 
contact the potential member’s supervisor to request approval for the 
individual to serve on the search committee.  Once supervisory 
approval is received, HR will contact the entire final committee via 
email and copy the hiring supervisor.  HR will provide a copy of this 
Guide to the committee chair electronically. 

 
b. HR Preparation of Materials for Search Committee Use. 

 
Prior to the first search committee meeting, HR will redact all personal 
information, including name, address, and all contact information, 
from application materials received from qualified candidates. HR will 
also assign a candidate number to each applicant, to assist in 
minimizing any committee member bias. HR will prepare the scoring 
matrix used by the search committee to screen candidate applications.   

HR will build the candidate scoring matrix using the minimum and 
preferred qualifications included in the final, approved job posting. 
(See Appendix for sample). 

a. Minimum qualifications are rated on a 1-4 scale with 0.5 
increments. 

b. Preferred qualifications are rated on a 0-2 scale with 0.5 
increments. 

c. Each candidate must be rated based on the preset criteria using 
the scoring matrix, not against one another. 

d. There is no set scale for how applications should be scored; 
however, each committee member should consistently use the 
same scale to rate all candidates.   
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c. Search Committee Meetings. 
 
Human Resources will meet with the search committee on three 
occasions. HR, together with the search committee chair, will ensure 
the search process proceeds in a timely manner.  

 
a. First committee meeting 

Each committee member will: 

1. Watch the Impact of Implicit Bias Video  

2. Sign Confidentiality and Subject Matter Expert Form and 
Impact of Implicit Bias Video Acknowledgment Statement. 
(See Appendix). 

3. Review the Guide for Search Committee Process (See 
Appendix). 

4. Determine candidate review and interview timeline. 

5. Develop interview questions. The chair will email HR the final 
proposed interview questions. HR will review and approve the 
final interview questions within three business days. If the 
supervisor is not on the Search Committee, HR will provide 
the supervisor the opportunity to review the final questions. 

b. Committee reviews candidate materials individually. 
 

1. Once items 1-3 above are received from each committee 
member, HR will email the sign-in link to allow the committee 
to review the redacted candidate application materials. 

2. The search committee reviews all candidate materials on their 
own time, per the agreed upon interview timeline and sends 
HR their individual results by candidate number, by the 
established deadline.  

3. All candidates within the matrix meet minimum qualifications, 
so minimum qualifications cannot be rated as a zero. Every 
minimum and preferred qualification must be scored for each 

https://www.youtube.com/watch?v=fL9__gD88xk
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candidate. Ratings are based solely on what is provided in the 
application packet, not on personal knowledge of a candidate. 
Committee members with personal knowledge of a candidate 
should discuss with HR whether they should recuse 
themselves from evaluating a candidate they know 
personally. 

c. Second meeting 
 
1. Where the diversity of the final candidate pool does not match 

the community and more than five candidates are available, 
HR will review the EEO data for the additional qualified 
applicants prior to the second meeting and will increase the 
number of candidates in the final pool, wherever possible.  

2. HR will combine and compile the individual scoring matrix 
results to determine the group overall scoring for each 
applicant, by candidate number. 

3. The committee members and HR together will review the 
results of the individual matrix scoring. 

4. Depending on the initial number of qualified applicants, HR 
and the committee will jointly determine the appropriate 
number of candidates to be interviewed. The committee has 
discretion to interview more candidates than HR initially 
identifies, based on the overall group scoring. At least five but 
generally six to ten candidates will be interviewed, per 
position available.   

5. Prior to interviews being conducted, HR will send the final set 
of interview questions as determined by the search committee 
to the supervisor for final review / approval.   

6. Search committee members must return all application 
materials and interview notes to HR for applicants not 
selected to move forward. 

d. Interviews 
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After the second meeting, HR and/or the search committee chair 
will schedule interviews with the candidates.  HR will assist with 
locations and videoconference interviews as requested by the 
search committee chair.   

Interviews will be conducted by the search committee. 

Faculty interviews consist of a 10 to 15 minute teaching 
demonstration (based on discipline, this may be longer as 
applicable), 20 to 25 minutes for preset interview questions and 
5 to 10 minutes for the candidate to ask questions of the search 
committee.  See appendix for interview ratings / scoring 
information. 

Teaching demonstration topics will be provided to candidates at 
least three business days prior to the interview.  Five business 
days are recommended to allow the candidate enough time to 
prepare for the demonstration. 

Search committees will provide and allow each candidate 15 
minutes prior to their interview to review the interview 
questions. 

e. Third meeting 
 

The committee will review the results of the group interview 
ratings and determine finalists to move forward based on 
ratings. 

HR will summarize strengths and weaknesses of finalists being 
moved forward and verify the final document with the search 
committee. 

All search committee materials will be returned to HR. 

f. Final interview with hiring supervisor 
 

HR will forward the names, resumes and summary document to 
the hiring supervisor.  
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Once the final candidates have been forwarded, the hiring 
supervisor will schedule and interview all finalists. Finalist 
interview questions should be first reviewed by HR. The hiring 
supervisor will determine which candidate(s) is selected to move 
forward for hiring approval. 

 
Request to Hire  

Once the successful candidate has been identified, the hiring supervisor 
will conduct three professional reference checks.  If the individual was 
employed by a state agency, or within the CCCS system in the past, HR 
will contact that agency or college to confirm there were no performance 
concerns. The hiring supervisor may also request that HR obtain copies of 
the individual’s past performance evaluations. 

After successful reference checks have been completed, the hiring 
supervisor will email a copy of all of the finalist candidates’ resumes, a 
summary of pros and cons for each and a request to hire the candidate to 
the Provost. Once/if the Provost approves, the Provost will forward all for 
the President’s review.  Once/if the President approves, the position may 
be offered to the candidate. 

Offer Position to Candidate 

For faculty positions, HR will review the selected candidate’s resume and 
determine the appropriate salary placement per CCD’s Compensation Plan, 
at or over the starting salary, based on education & teaching experience.  
HR will provide the salary to the hiring supervisor who will make the initial 
job offer.  

The hiring supervisor will contact the candidate to offer the position.  The 
hiring supervisor will discuss salary and required contract days. If a 
candidate declines the position, the hiring supervisor will select another 
candidate and start the referral check and request to hire process again.  
See the next section if the candidate accepts the position.  

Onboarding Steps 

Once the candidate accepts, HR will upload the candidate into the Online 
Onboarding System. The online system will email the background check 
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paperwork to the candidate.  HR will also prepare and email the offer 
letter.  

HR will notify the candidate and hiring supervisor if the candidate is not 
eligible for employment due to a failed background check.  

Once the candidate passes their background check, the online system will 
send the candidate the additional required new hire paperwork and 
information on benefits.  The candidate may also meet with the Benefit 
Specialist to discuss available benefit options. 
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Appendix 
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Confidentiality Form   
 

 



Back to Table of Contents 

Page 15 of 20 
 

 

Confidentiality Form (Page 2 of 2) 
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Impact of Implicit Bias Video Acknowledgment Statement 
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Guide for Search Committee Process  
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Guide for Search Committee Process (Page 2 of 2) 
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Matrix Template 
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Interview Ratings / Scoring Information 

For interview questions: 

Write any comments below each question in the space provided and rate 
each question using the following scale: 

• Unsatisfactory = does not demonstrate the level of skill required by 
the position 

• Needs Improvement = shows marginal skill, requires substantial 
development 

• Meets = demonstrates adequate/competent skill 

• Exceeds = demonstrates above-average skill 

• Excellent = demonstrates superior/exceptional skill; has the ability to 
train others in this area 

For teaching demonstration: 

Rating (use above scale for each item listed below): 

Presentation:   

Concise:   

Organization:   

Clarity:   
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