Affirmative Action Dos and Don’ts
The following statements reflect correct and incorrect practices related to Affirmative Action. Please ensure that you are incorporating the appropriate practices into your hiring process.


Do
Remember that the UAMS job web site is the official announcement mechanism for open classified and non-classified positions at the University of Arkansas for Medical Sciences.  

Do
Remember to include the tagline “UAMS is an inclusive Equal Opportunity and Affirmative Action Employer committed to excellence” on all recruitment advertisement, literature, and publications.

Do
Make sure the job description, qualifications, and requirements are related to the knowledge, skills and abilities for the job.

Don’t
Tailor the job description, qualifications or requirements for a specific person.

Do
Post open internal and external positions according to established, fair and consistent timeframes.

Do
Check the affirmative action goals of your department and recruit accordingly.
Do
Include networking among colleagues in professional associations and other sources as a recruitment strategy.
Do
Decide upon an objective and consistent evaluation procedure to be used in your hiring process.
Do
Decide for each step who will participate, what tool will be used (phone and/or in-person interview, interview questions, etc).  

Do
Apply each evaluation process consistently to all relevant candidates.
Do
Document, document, document – the results of EACH evaluation phase.
Do
Remember that if you review an application, review a resume, or review a short profile, the applicant has been “considered” and you will need to enter a proper disposition code indicating why you did not select the application for the position.
Do
Remember that we only consider, interview and hire qualified applicants. 

Do
Remember to, a minimum, interview your top three (3) candidates for the position.
Do
Use the results of your objective and consistent evaluation process to choose the best qualified candidate. 
IF an equally qualified goal candidate is available, choose the goal candidate.
Do
Document the evaluation process using disposition codes.
IF a goal candidate was not selected, be sure that the selection was more qualified according to the position requirement and the evaluation results.

Do
Make sure that justification for the selection or non-selection of a candidate is based upon the candidate’s skills, education, and years of experience.

Do
Select the most qualified candidate.
Do
Keep all interview notes, applications, resumes, records, and any other information that you used to make your hiring/promotion decision.  This information should be kept for a minimum of three years.

Don’t
Write anything that you would not want to have published on the front page of a newspaper.
Do
Remember to do the right thing.

When writing justification for selection or non-selection of candidates:
Do
Make justifications very specific, job related, and consistent with business necessity.

Don’t
Use the words “limited, less than, more than” when justifying skills, education and/or job experience.
Acceptable
“Applicant did not have the required two years experience at the level of clinical nurse 2 in a psychiatric setting in supervised individual, group and/or family therapy.”

Not Acceptable
“Applicant did not have the required skills.”

Acceptable
“The candidate was not interviewed because he did not have recent (within the past five years) and relevant purchasing experience.”
Not Acceptable
“The candidate was not interviewed because his/her e-mail address is suspicious.”
Acceptable
“The candidate was not interviewed as she had no related experienced (reproduction endocrinology infertility/in vitro fertility) and current nursing experience is in home care.”
Not Acceptable
“Too much noise in background when attempting to schedule interview.”
Acceptable
“The candidate was interviewed and not selected because she stated that she preferred to work independently and had no interest in a supervisory position. This position is for a team leader.”
Not Acceptable
“The candidate was interviewed but seemed to have reservations.”
Acceptable
“The candidate could not answer technical questions and did not demonstrate experience in required systems.”
Acceptable
“Candidate could not identify experience in oral presentations of medical information.”
Acceptable
“Candidate was not able to articulate an understanding of common nursing measures.”
Not Acceptable
“The candidate did not interview well.”

Acceptable
“The selected candidate’s Excel computer skills and familiarity are a level above others interviewed in the applicant pool.  In his supervisory positions, he had demonstrated the ability to work in a team setting, having worked with numerous subordinates.  He was ranked highest by committee members.”

Acceptable
“The selected candidate was a registered nurse with three years experience working as infertility/in vitro fertility nurse coordinator. She also had experience teaching infertility/in vitro fertility classes to patients.” 

Acceptable
“Candidate was able to demonstrate knowledge of all relevant procedures applicable to administration of anesthetics.”
Not Acceptable
“The selected candidate had more oncology experience.”
Not Acceptable
“Selected candidate was referred by employee’s relative.”
Not Acceptable
“Selected candidate was known to the department.”
Not Acceptable
“Nice personality, and will get along with our team.”
Not Acceptable
“Good background and matches the need of the unit.”
Not Acceptable
“Felt the candidate could not handle the demands of the position.”
Not Acceptable
“Lacked relevant experience.”
Not Acceptable
“Did not appear interested in the position.”
