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MIT Serious Search Plan Template
This is an optional template provided by MIT Human Resources for DLCs to use in their internal search process. DLCs may use this template or their own template.
Complete this form before beginning a position search. Refer to Hiring at MIT on the HR site for details and support.
Position Information
Your Name: 
Your Title: 
Plan Date: 
Job Code: 
Job Title: 
Posting Title (position to be filled): 
Recruiter: 
Hiring Manager: 

Job Description
Resources: 
· [bookmark: _GoBack]Review job description info and bias-free posting guidelines
· Run description through gender decoder and review ADA compliance link
Position description attached: ☐

Request for Posting
Resources: 
· Using the PeopleFluent applicant tracking system
Who approved the plan?



Is there an Affirmative Action placement goal for the relevant job group? 
(Reach out to your AAP Administrator)
Females:   Yes: ☐	No: ☐
Minorities:   Yes: ☐	No: ☐
Specific ethnic/racial group(s):   Yes: ☐	No: ☐  Specify:  



Advertising/Outreach Plan
Resources: 
· Diversity Posting Guide
The following steps will be taken to reach a diverse set of people and encourage them to apply, in particular addressing gender, race, individuals with disabilities, and protected veterans.
The position will be posted on the MIT Careers Site as well as 14 other sites at no cost to the DLC. Those sites include: Indeed, LinkedIn, HigherEd Jobs, DiverseJobs, CareerOneStop, Direct Jobs, Glassdoor, JuJu, Massachusetts JobQuest, NEHERC, Our Ability, US Jobs, PipelinePost, and U.S. Military Pipeline.

Will you place advertisements in additional places to increase the reach and diversity of the candidate pool? 
If so, use the MIT Advertising Request Form and specify below.

Will you take additional actions beyond advertising to encourage a diverse set of applicants to apply? 
If so, specify below.

Screening and Selection Process
The following steps will be taken to ensure fairness as applicants are assessed and move through the stages of the hiring process, without regard to gender, race, and veteran status and without discrimination against individuals with disabilities.
Resources:
· See the resources on Hiring at MIT for prescreening tips, how to evaluate equivalency, an interviewing guide, to request support from central HR, and more.

How will candidates be screened, interviewed, and evaluated?
Add specific details of the process, evaluation rubrics you will use, etc.

Who will be involved in conducting the interviews?
Specify names and roles.


Did each search committee member take the course Hiring at MIT: Bias-Free Practices?
Yes: ☐	No: ☐

Additional Notes
Provide any additional information here that may be helpful in executing the search plan.



https://hr.mit.edu/managers/hiring		Page 1 of 2

image1.gif
|||i|- ‘ Human Resources




