RATING SHEET 
INSTRUCTIONS
During the recruitment stage of the search process, each committee member should be reviewing the candidate’s knowledge, skills and abilities and whether or not they meet the minimum qualifications. 

Important Things To Consider
1. When the hiring authority gives their charge at the first search committee meeting, listen for the characteristics they feel are most important for the hire and build upon those.
2. Candidates should be rated only on the designated factors.  Do not allow non-job related factors (e.g., age, sex, ethnicity, physical characteristics), to influence your rating.

3. Rate each factor independently of how the candidate performs on the other factors. 

4. Use one rating sheet for each candidate.
5. Each committee member should be rating every applicant individually.

6. Rating Sheets should be designed using Minimum Qualifications and Preferred Qualifications.
7. When using Preferred Qualifications, discuss how they will be used:
-Candidates MUST meet them to move forward or;
-Candidates will receive preference if they possess some but not all of the skills, and if so, how many or;
-Candidates can still move forward if they do not document evidence of any of the preferred qualifications

Things That Should Not Be on a Rating Sheet:

1. Communication skills – we can only verify written skills, and even then they have, in many cases, been edited by others.

2. Leadership skills – how would these be evidenced?

3. Number of publications – this may inadvertently bias against under-represented groups.  Instead use “candidate must have at least “X” number of peer-reviewed journals”.
