
Vice President Search  

Screening Committee 
Training 



Role of Screening Committee 

•  Established by the hiring official 
•  Assess credentials in view of the job 

descriptions/advertisement 
• Work to create a diverse pool of 

candidates 
• Diversity means people with various racial, 

ethnic, socioeconomic, gender, and/or 
cultural backgrounds and various 
lifestyles, experience, and/or interests.  



Screening of Candidates 

• Role is to ensure fair and equal review of 
all candidates (avoid explicit or implicit 
biases in review) 

•  Ensure that only professional qualifications 
and ability are considered. These 
qualifications and professional 
requirements are based in the job 
description. (review job description) 



Explicit Biases 

• Definition: an attitude or belief about a 
person or group on a conscious level.  

• Generally overtly discriminatory and 
illegal. 

• Negative impact on the institution and the 
search process.  

•  Examples - - A women’s place is in the 
home, not the workplace. He/she has only 
gotten this far because they are ______. 



Implicit or Unconscious Bias 
•  Definition: Thoughts or feelings about a person or 

group of persons that is outside of the conscious 
awareness or control.  

•  Implicit biases affect everyone, not one particular 
group. 

•  Research shows that these biases may impact 
individuals who are making a direct effort to be 
unbiased 

•  Please take the Harvard test if you have a few 
minutes: https://implicit.harvard.edu/implicit/
takeatest.html 



Implicit or Unconscious Bias 
•  Implicit bias are difficult to assess and address 

because they are generally unknown to the 
individual 

•  Studies have shown that something as simple as 
someone’s name may invoke an implicit bias and 
negatively impact the review of a candidate 

•  One study showed that letters of recommendation 
for males vs. female medical faculty differed 
“systematically” in that letters recommending 
males portrayed men as researchers and 
professionals while portraying women as students 
and teachers. For women, letters of 
recommendation also mentioned their personal 
lives on a more frequent basis. 



Strategies for Minimizing Impact of 
Implicit Biases 

•  Set ground rules for your committee meetings (e.g. no cell phones, no 
interrupting other committee members, etc.) to ensure everyone has a voice 
and is respected 

•  Prior to beginning a review of applications as a Committee, discuss the 
criteria for evaluating candidates, including a discussion of how to measure 
quality or weigh criteria.  

•  Spend sufficient time evaluating each applicant and minimize distractions 
when reviewing applicant materials. 

•  Familiarize yourself with literature on implicit/unconscious biases. 
•  Encourage others to call out incidents of perceived bias and be willing to 

discuss those views as a group 
•  Agree in advance on a set of interview questions that will be asked of each 

candidates. 
•  Be prepared to defend each decision to advance or eliminate a candidate. 
•  Consider whether improper or irrelevant issues are impacting your 

consideration of a candidate (e.g. concern over whether possible family 
responsibilities may affect a candidate’s merit or productivity/availability are 
causing concern). 



Interview Dos and Don'ts 
•  DO prepare for the interview in advance and give each 

candidate an opportunity to discuss the same topics 
•  DO review the position description and base interview 

questions on the identified qualifications and responsibilities 
•  DO make a list of interview questions that will assist the 

Committee in making an informed decision 
•  DO make each candidate feel at ease and attempt to 

establish a rapport with the candidates 
•  DO Ask open ended questions (e.g. Who and what has 

motivated you in the past; Why are you interested in this 
position; What changes would you make as Vice President; 
What goals do you have for SIU, etc.) 

•  DO thank all applicants for their time 



Interview Dos and Don'ts 
•  DON’T Ask direct or indirect questions on inappropriate topics: 

–  Race, Color, or Ethnicity 
–  Ancestry 
–  Citizenship or National Origin 
–  Religion 
–  Residence 
–  Sex 
–  Sexual Orientation 
–  Gender identity or expression 
–  Marital or Family Status or Pregnancy (are you married, do you have kids) 
–  Age 
–  Arrests or convictions of a crime 
–  Disability (only appropriate question is whether an applicant/candidate an perform all 

of the essential functions of a position with or without a reasonable accommodation) 
–  Genetic information 
–  Veteran Status 


