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Purpose 

The intent of this policy is to establish minimum guidelines for SOWELA Technical and 
Community College’s recruitment, hiring and selection process regarding the posting of job 
opportunities and the use of Search Committees. This policy is to ensure that SOWELA follows 
all federal and state statutes regarding fair hiring practices, as well as LCTCS Policy #6.03 “Policy 
on the Recruitment and Hiring Process”. In addition, SOWELA makes further provisions as stated 
in this policy. 
 

Scope and Applicability 

This policy applies to all open positions of the College, unless exempted by the Chancellor in 
accordance with LCTCS policy.  

 

Policy Details 

A. Approval for Position Openings 

The Chancellor or his/her designee has the authority to offer and approve employment of personnel 
for all positions at and below the level of Vice Chancellor.   

When a position becomes vacant or the need arises for a new position, the Hiring Manager initiates 
a Position Requisition via the Applicant Tracking System (ATS). The form is approved by a 
member of the Human Resources staff, the Director of Human Resources, the Vice Chancellor of 
Finance, then the division’s Executive Leader. The Chancellor has final approval on all full-time 
and part-time postings, thereby authorizing the position to be filled. 

 
For each open position, in addition to the Position Requisition, an updated Job Description must 
be submitted. The Job Description should include the reporting relationship of the position, the 
overall job duties, and the minimum qualifications and competencies.  



 
 

B. Posting Vacant Positions 

Upon approval of the position, the Office of Human Resources posts the position on the college's 
website. The college's website is the official location for the posting of all positions. Classified 
openings will be advertised as required by both SOWELA policy and Civil Service Rules and 
Regulations.  

Requests for posting exceptions must be approved by the Office of Human Resources. Examples 
of situations in which it may be appropriate to grant an exception include, but are not limited to: 

- Acting or interim appointments based on objective criteria, usually when the appointment 
is for a year or less.  

- Interns and similar programs with established and pre-approved selection criteria. 
- Student workers. 
- Temporary classified appointments (however, Civil Service Rules and Regulations must 

still be followed). 
- Voluntary demotions 
- Lateral transfers and other positions changes involving the same or equivalent rank or title. 

Positions shall be posted on the website for a minimum of seven (7) calendar days. Director 
positions and above shall be posted for at least ten (10) calendar days. The "AA/EEO Employer" 
statement is to be displayed on our College’s website.  

Director positions and above require posting in a minimum of two print or online publications such 
as a newspaper, or national higher education publication, or a combination thereof, as well as on 
the institution’s and LCTCS’s websites. At least one of these publications should be dedicated to 
or have a primary focus on minority issues.  

A vacancy for the Chancellor position is conducted in conjunction with the LCTCS Office.  

All vacancies are posted on the College's website at www.sowela.edu. 

C. Application Process 

All applications and supporting documentation are submitted via the Applicant Tracking System 
(ATS). These applications are the only official, original and signed applications that are accepted 
for an opening. The College does not accept or process other applications or resumes.  

Within the ATS, Human Resources staff will screen the applications for the minimum 
qualifications, such as experience and education. Those that meet the criterion will be placed in 
Hiring Manager Review status. The ATS will send notifications to candidates if their application 
has been screened as unsuccessful at meeting the minimum criterion. 

  

http://www.sowela.edu/
http://www.sowela.edu/


 
 

D. Applicants 

Any applicant (internal or external) may apply for a posted position during the seven (7) day 
posting period by submitting an updated application and supporting documentation in the ATS. 

If qualified based on the minimum qualifications, all internal applicants should be interviewed for 
the job position. 

E. Interviewing and Search Committees 
1. A search committee is required for all full-time positions.  
2. A search committee is encouraged for all part-time, adjunct, temporary positions, as well 

as all other positions. 
3. The appointment of a search committee chair will be made by the Hiring Manager in 

conjunction with the appropriate Executive Leader. 
4. The Search Committee Chair is selected by the Chancellor or his designee for all positions 

at the Director/Dean level and above.  
5. The search committee shall be comprised of no less than three members and should reflect 

the diversity of the community and the student population. Subject matter experts and those 
with knowledge of the discipline are to be represented on the committee. It is also 
encouraged that individuals outside of the division or area are members of the search 
committee as well.  

6. Search committee members must be approved by the Executive Leader of the division prior 
to holding the interviews. After approval, a copy of the Selection Committee Membership 
Form designating the chair of the search committee, as well as the members, is sent to the 
Office of Human Resources for final approval and verification that the committee is within 
policy guidelines.  

7. A summary of the role of the Search Committee Chair is furnished to the chairperson 
outlining the interview procedures. The Search Committee Chair may serve as liaison 
between the search committee, the Hiring Manager and the Office of Human Resources. 
The Hiring Manager may not serve as the chair of the committee. 

8. The Hiring Manager creates the interview questions that are to be asked of all interviewed 
candidates, without exception. The questions are submitted to the Office of Human 
Resources for approval.  

9. It is the responsibility of the Hiring Manager to meet with the Search Committee to discuss 
the hiring process do's and don'ts and give them the documents needed to conduct the 
interviews. The search packet that each committee member receives at the start of the 
process should include Recruitment and Hiring Policy #6.047, job description for the 
position, interview procedures, and rating forms, and the interview questions. The chair 
and the members also receive and sign a Confidentiality Form. This executed form is 
forwarded to the Office of Human Resources for record keeping.  

10. The Hiring Manager will arrange the interview dates and times in conjunction with the 
Search Committee Chair. If a person is deemed qualified based on the Job Description and 



 
 

subsequent advertisements, but is not selected for an interview, the Hiring Manager must 
furnish documentation to the Office of Human Resources indicating the reasons for not 
selecting a qualified candidate for an interview. The Hiring Manager will inform the Office 
of Human Resources of the date(s) that the committee will conduct interviews. 

11. If a candidate is out of state, travel arrangements/accommodations and itinerary 
information are arranged with the Hiring Manager and the Business Office and emailed to 
the search committee and all other persons participating in the interview process. 

12. After interviews are conducted, each committee member will rate the candidate’s answers 
and, as a committee, make a recommendation to the Hiring Manager. The committee is 
encouraged to recommend for consideration no less than three unranked candidates to the 
Hiring Manager. The Hiring Manager may then accept or deny the recommendation of the 
search committee. If the Hiring Manager wants to proceed with a different candidate, they 
will discuss their recommendation to the Executive Leader, who then forwards the 
recommendation with their justification to the Office of Human Resources and the 
Chancellor for final approval. 
 

F. Job Offer 
1. The Chancellor is the only individual who can make an offer of employment. The Search 

Committee, Hiring Manager, or Executive Leader cannot make offers, promises regarding 
position duties, or discuss salary with a potential hire.  

2. The Hiring Manager will place the selected candidate in Verbal Offer status in the ATS.  
3. The Office of Human Resources will determine the salary offer using relevant market data 

and reviewing the experience and credentials of the selected candidate. The salary offer 
will be jointly approved by the Vice Chancellor of Finance and the division’s Executive 
Leader.  

4. A Human Resources staff member will make the job offer to the candidate.  
5. A Human Resources staff member will alert the Hiring Manager that the offer of 

employment to the recommended candidate was accepted.  
6. Unsuccessful candidates will be notified that they were not selected for the position. 
7. Should the candidate decline the position, an alternate from the interviewed candidate pool 

may be selected. The committee may decide to re-advertise the position at this time, in 
which case, the committee may still consider all applications from the initial applicant pool 
in addition to any new applications. The interview process will proceed using the same 
interview standards and procedures listed above. 
 

G. Emergency / Interim Appointments 

All emergency/interim appointments require the approval of the Chancellor and must have an 
identified beginning and ending day for the appointment. The length of time of an 
emergency/interim appointment shall not exceed one year, unless otherwise approved by the 
Chancellor and   LCTCS President.  



 
 

An emergency appointment should be used only to temporarily replace an employee out for an 
extended period, to address an emergency, or to temporarily fill a critical position. Movement from 
an emergency/ interim appointment to a regular appointment is not guaranteed. A regular 
appointment is subject to the posting and search committee guidelines as outlined in this policy.  

This policy is periodically reviewed by the Office of Human Resources and Executive Leadership 
Team and revised, updated, and amended accordingly. Persons having suggestions for improving 
this plan are encouraged to provide their suggestions, in writing, to the Director of Human 
Resources. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Approved by Chancellor: ____________________________________________     Date: _______________________  Neil Aspinwall (Feb 14, 2022 10:41 CST)
Neil Aspinwall Feb 14, 2022
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