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Recruitment - LEO
WHAT IS AN APPLICANT POOL?

Part 1: General Information
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_________
Part 1: General Information
What is the Pooling functionality in LEO (Lane Employment Online) system?
The applicant pool is for jobs that have recurring and / or multiple openings, such as Temporary workers, Adjunct Faculty, or common positions like Administrative Assistant.  This functionality allows a designation of a particular posting as their pooled job, a sort of open net to catch those applicants interested.  This function also allows the gathering of Affirmative Action that will improve compliance and Advertising Metrics to assist in more cost effective and targeted marketing. 

How does this benefit Lane?
By using the pooled job as the main source of applications, applicants have to apply only once to be considered for all terms. With our ability to dispense applicants from the pool, this also helps reduce old applications that may no longer be applicable for the posting.
Applicant Pools at Lane

What are the basics?

Department crafts a job description in LEO. https://jobs.lanecc.edu/hr 
· Minimum Qualifications must match course certifications or an alternate certification should be prepared

· Essential Functions need to be consistent with full-time instructor 
How do the applicants know what is going on?

Each applicant will receive an e-mail advising them the pool is closed. There are instructions at the top of each posting that highlight the process your department will use to select candidates. 
How do I see my applicants? 

Contact Recruitment at chowdhuryl@lanecc.edu, x5111 or alexanderk@lanecc.edu x5586
· When you are ready to see applicants contact Recruitment

· Applicants will be released within 1 business day  - give advanced notice if possible

· You will be provided with a GUEST User ID and Password. This is how ALL search members view applicants. Wait at least 5 working days before requesting the next set of applicants. All applicants released must be reviewed for minimum qualifications, documentation required and maintained at department level. 
What is Dispensing? 
After the Hire Selection(s) are made all applicants must be notified in a timely manner of the status of their candidacy.  To ensure that this commitment is upheld, the Hiring Committee provides a list to Recruitment notating where each candidate falls under one of four situations.  This information should be provided to Recruitment throughout the hiring process over the entire academic year. Sooner is better than later to achieve accurate metrics and provide information to applicants.
Dispensing Statuses:  Hired  / Interviewed – Not Hired / Meet Minimum Qualifications – Not Interviewed / Did not meet Minimum Qualifications

If the applicant turns down the job, or is unable to pass pre-employment requirements, the committee can return to its ranked list of applicants and recommend additional applicants in order of rank. 

PLEASE SEE THE NEXT PAGE FOR INFORMATION ON THE TYPES OF APPLICANT POOLS.
Part 2: Types of applicant pools

Once a position closes, candidates are available for 90 days only.  To close the position the committee should be advise HR that they are done hiring. This does not apply if it is not an APPLICANT POOL.
Open Until Filled: typically used for applicant pools (recurring and / or multiple openings).  For part-time faculty, Open until Filled Pools are open for the academic year and will be closed sometime in mid-June.  For part-time hourly classified pools are open for a specific term and should be closed on a term basis.  There is a drawback to this type of open until filled applicant pool. We have found the departments struggle with maintaining the communication about candidates in a timely fashion. It becomes “work intensive” for the administrative staff and Human Resources to manage this available function. With the emphasis on why someone was not selected, this option may not the best choice for all managers. 
**Firm Close Date – Marked as Applicant Pool: each applicant released to the committee must be reviewed and there must be documentation of this quantitative review in the department in case of audit or compliance questions.   
No single candidate may be selected from a pool without inclusion of all others currently available at the time of applicant release.  If more candidates apply and a hiring decision is made or a request to close posting is received, candidates left in the pool should be changed to posting canceled status with note/history documentation.  
(It is an OFCCP compliance requirement that when one candidate is reviewed in a set all candidates in that set must be reviewed to maintain uniform process.)
 The positive for this method is in the controllable nature around candidate notification and committee access to candidates. We are doing notifications more frequently thereby lowering the number of calls to the department and to HR. 
Firm Close Date – NOT an Applicant Pool:  applicants may not be released until the close date, with no exceptions, all applicants must be released. Excellent benefit in this clean and simple functionality reminiscent of Lane’s original posting option. 
Once a position closes, candidates are available for 90 days only.  

** preferred method for all applicant pools
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