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Please submit this completed form to facultytalent@washburn.edu along with finalized interview schedule and all recruitment/screening interview notes.

	Position Title:
	Recruitment Number:

	Department:
	



Please report on implementation of recruitment plan. Was the plan followed? Were any additional outreach activities conducted in addition to those included in the original plan?
	

	

	

	

	

	



Search Committee Members:
	Name
	Title

	Chair:
	

	
	

	
	

	
	

	
	

	
	



Applicant Summary:
	Applicant

	Interviewed
Yes      No
	Reason for non-selection (see attached list of examples)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Candidate Hired:
First Choice:
	Name:
	

	Reason for Selection (Strengths/weaknesses):
	














Second Choice (mark N/A if first choice accepts or the search is failed):
	Name:
	

	Reason for Selection (Strengths/Weaknesses):
	














Third Choice (mark N/A if first or second choice accepts or the search is failed):
	Name:
	

	Reason for Selection
(Strengths/weaknesses):
	














	COLLEGE/SCHOOL APPROVAL

	The recruitment summary form has been reviewed and approved by the Dean and/or the Vice President of Academic Affairs (VPAA).

	Dean:
	Date:

	VPAA (if indicated):
	Date:





[bookmark: Examples]Examples of Reasons for Non-Selection

Providing reasons for non-selection of applicants enable Washburn to clearly explain why applicants were removed from consideration for a position posting in the event there is a question or legal challenge.  

Initial Screening
· A. Application/resume does not meet all posted requirements
· B. Applicant lacks required level of skill/experience with _______
· C. Applicants have more/stronger experience or skill in ________
· D. Applicants have more directedly related ________ experience/skill


Additional Screening (interview(s), reference check)
· E. Interview showed inconsistency with application/resume information
· F. Interview showed lack of required level of communication skills
· G. Interview showed lack of sufficient, directly related knowledge/experience
· H. Interview showed lack of understanding of the scope of the position’s duties
· I. Selected candidate has more directly related experience/skill in _______
· J. Selected candidate has more/stronger ________ experience/skill
· K. Unsatisfactory references

Job Offer
· L. Declined job offer
· M. Hired
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