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Talent Acquisition Policy for Shoolini Universitv

Policy Statement

Shoolini University is an equalopportunity employer and appointment to all positions in the
University is based on the principle of merit. The University's Board of Management shall

approve all the positions for next academic year in advance. Shoolini University has adopted
a policy to attract outstanding persons to join the faculty & academic staff, by offering them
right compensation/packages, upwards of the UGC nOrms, by offering consultancy avenues

and challenging work environment.

1. General principles:

a. These procedures must be applied fairly and consistently to all job applicants.
b. Assistance must be given, where needed, to job applicants who are disabled.

c. All recruitment must be planned in advance and opened up to competition.
d. We do not accept casual or speculative requests for employment.
e. All persons who wish to work for us mustcompletean application form in response to

an advertised job vacancy.

f. All applicants must then be assessed against relevant selection criteria to determine
who the best person for the job is.

g. High-impact research profile to drive the University's research agenda.

2. Helping job applicants who are disabled

The general rule of good practice is that our procedures and practices must be applied fairly
and consistently to all job applicants. But it is especially important that those of our staff who
are involved in recruitment are also aware that they may be required to make reasonable

adjustments to some or all of those procedures and practices ifthat is needed to remove any

discrimination or disadvantages which they cause for any disabled job applicants.

3. Equal Opportunity/Affirmative Action Policy

Through this policy we will ensure that all job applicants, regardless of race, gender, or
disability, are treated fairly and offered equal opportunities for employment and

advancement. We strictly prohibit discrimination on the basis of race, ensuring an inclusive

environment. We will implement and uphold our Equal Opportu nity/Affirmative Action

Policy, ensuring fair treatment and equal opportunities for all job applicants, regardless of
race, gender, or disability.
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4. Affirmative Action Serious Search Policy

ln line with our commitment to diversity and inclusion, we will conduct serious searches for
all job vacancies, actively seeking candidates from diverse backgrounds, including
underrepresented racial and ethnic groups. Serious search efforts will include:

a) Extensive outreach through various channels to attract diverse candidates.

b) Active consideration of quatified candidates from underrepresented groups in the
final selection process.

c) Periodic reviews and adjustments ofour recruitment practices to enhance diversity.

5. Sourcing Platforms:

o Advertisement in Newspaper
. Leverage Linkedln & and other social media platforms
o Campus Hiring
r lndeed.com
. Naukri.com
r RecruitmentConsultants
o lnternal Employee Referrals
o Shoolini University Official Career Page

5. Open a recruitment file

a. At the start of a recruitment exercise for a particular job, a Recruitment File for that
particular exercise must be created.

b. Each file should have a unique reference number.
c. This file witl be used to store copies of the documents associated with the recruitment

exercise. As the exercise proBresses, this will include copies ofo the job description
and personnel specification

r The job advertisement
o The application forms that are received
. Shortlisting and interview assessment sheets and notes

r Offer letters or rejection letters to applicants

7. Job descriptions

A job description must be drawn up for every post. This is a document that sets out the
expectations of the defined role.
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8. The Selection Process

After the application stage closes, the selection process consists ofthe following steps.

a. Screening of application
b. lnterview by the Selection Committee as per UGC norms/guidelines
c. Campus Visit/Demo/Mock Classes/Students Feedback/Meet with Hon'ble Vice

Chancellor

d. Selection Committee recommendation to get Vice-Chancellor approval
e. Pre-employment checks/reference checks

f. Offer Letter

9. Prior to the interview (Refer 8(b) abovel

a. The applicants will be sent written invitations to attend.
b. The Selection Panel will meet before the date of the interviews to decide how they

will carry out the interview. The panel may decide:

- whether to ask applicants to deliver a presentation and if so

10. During the interview

a. All applicants should be treated fairly during the interview and the marks awarded to
them should be fair and consistent.

a. Each panel member will complete a separate interview assessment sheet for each and
every applicant.

11. After the interview - selection decision

T 01r92 350000
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a. After every applicant has been interviewed, the panel will discuss their views and

assessments and jointly draw up a list ofthe applicants in merit order.
b. The Selection Committee will make the recommendation to the Vice.Chancellor to

get final approval.

c. The vacant post, or posts, will be offered to the most meritorious applicant, or
applicants, in accordance with that merit order.

d. The panel may also decide that other applicants on the merit list will be offered
positions on a reserye list to fill any vacancies that may arise for the same position

within the followinB 12 months. Again, this will be done in accordance with the merit
order.
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12, Pre-employment Checks

a, Agencies are engaged to provide reference checks.

b. We will not seek health information on our application forms and such information
will never be used by us for shortlisting or interview purposes.

c. When we do seek such information, it will be obtained from an appropriate medical

expert.
d. We will only seek such information in respect of persons to whom we have made a

conditional offer of employment.
€. We will only 5eek Suih infoimation whire th€ partidut-i neetls of thti job requiie us to

know it.
f. We will not single out disabled persons to provide such information.
g. ln the case of disabled applicants, we will consider what reasonable adjustments, if

any, may be required to the working arrangements or workplace, and we will make

our final selection decision following an assessment of how the applicant would
perform in the job if these reasonable adjustments were actually made.

13, References

a. We will not seek a reference from an applicant s current employer unless the applicant
has given his or her consent to that.

b. We will accept references from other persons who know the applicant in a non-
occupational capacity.

c. However, all references should be job-related. Therefore, we will provide referees
with copies of the job description and personnel specification for the relevant posts.

d. and ask them specifically for their views on an applicant's abilities to do the job in
question.

14. Confirmation of Offer

After the pre-employment checks have been completed and are deemed to be satisfactory,
the successful applicant will be notified in writing that the offer of employment is confirmed.

The confirmation letter will specify the following details:
o job title
. duration of post (permanent or temporary)
. duration of probationary period (if any)
. proposed or agreed start date
. outline of main terms and conditions
. details of how to accept the offer
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15. Record keeping

a. The documents in the main Recruitment Filefolder should be kept for at least 12

months following the date of the interviews.
b. The documents in the Monitoring File should be kept for at least 3 years following the

closing date for applications.

16. lnduction:

The University has implemented a detailed induction program as defined in the induction
guidelines.
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Faculty Hiring Requisition Form

(Approval)

School Current Frulty Student Ratio

Assistant Professor Teaching Associate

Associate Professor Guest Facutty

Professor Visiting Facutty

Professor of Practice Adjunct Facutty

Hiring Need Type:
New Position Reptacement

Details against Replacement

Name

Designation

5atary

Teaching Load

Subjects Teaching

Candidate detaits (lf any),
Attach Separate Sheet Etc.

ls Candidate from SU? lf not,
why?

Describe Hiring Need + Course
Credits of Each faculty in
Schoo[/Department
(Attach Separate Sheet)

Signature of Dean/ HoD/ HoS

Date:

Mce- Chancellor

Shoolini University

Position Hiring

L__l L--J



Instructions for Approva[:

'| . Dean/Director/Hos/Hoc/HoD to fill the above form and need to attach the required documents before
presenting the case to Vice Chancellor. (Read point no. 3 for Documents)

2. The form is editabte and has to be filled by Dean/Director/Hos/Hoc/HoD (Handwritten form will not be
accepted)

3. Documents need to be attached are as follows:
A. Present status of Faculty/Staff, Course Credits/Teaching LoadAVork Load for each Faculty/Staff of a

semester(s)
(Note: Attach Separate Sheet & get it Verified from CLO (For Teaching Requirement Onty))

B. People Budget update from CFo/Director - Accounts & Finance. (Attach Separate Sheet)
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CANDIDATE INTERVIEW EVALUATION FORM

Candidate's Name: Date

Interviewed By: S ignature:

Scorins
Candidate interview evaluation forms are to be completed by the interviewer, to rank the candidate's
overall qualifications for the position. Under each heading the interviewer should give the candidate a
numerical rating and write specific job-related comments in the space provided. The numerical rating
system is based on the following:

5 - Exceptional 4 - Above Average 3 - Average 2 Satisfactory I - Unsatisfactory

Educational Background - Does the candidate have the appropriate educational qualifications
or training for this position?

Rating
I 2 3 4 5

Comments

Prior Work Experience - Has the candidate acquired necessary skills or qualifications through
past work experiences?

Rating
2 3 4 5

Comments

Technical QualilicationVExperience - Does the candidate have the technical skills necessary
for this position?

Rating
I 2 3 1 5

Comments

Knowledge of Organization - Did the candidate research the organization prior to the
interview?

Rating
I 2 3 .1 5

Comments:.....

I



Leadership Ability - Did the candidate demonstrate the leadership skills necessary for this
position?

Rating
I 2 3 I 5

Comments:

Communication Skills - How were the candidate's communication skills during the interview?

Rating
I 2 3 4 5

Comments:

Candidate Enthusiasm -How much interest did the candidate show in the position?

Comments

4 5I 2 3
Rating

-IOverall Impression and Recommendation - Final comments and recommendations for
proceeding with this candidate.

Rating
I 2 3 4 5

Comments:

Any other comments:



Department Current Number of Staff

Average Team Salary Budqet Approved

Position Hiring for

Position Name: Shortlisted Candidate Detaits (lf
Anv)
Name:

QuaIification:
Experience:
Month[y Satary:

Hiring Need Type: New Position RepIacement

Details against
Replacement
(lf this a replacement
case)

Name
s gnat on

ry

Describe Key KPls

Sienature of Director/ HoD/ HoS

(Approvat)

Vice- Chancellor

Shoolini University

Rs. Yes

tl

Staff Hiring Requisition Form

Date:
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CANDIDATE INTERVIEW ASSESSMENT FORM

Candidate's Name

Designation

Qualilication

Total Work Experience

Scoring

5 - Exceptional 4 - Above Average 3 -Average 2 - Satisfactory I - Unsatisfactory

Minimum qualif,ing score - 25

Technical Skills Required as per role - Does the candidate have the technical skills necessary for this
position?

1 2 3 4 5
Rating

Analytical & Decision-Making Skills- Did the candidate demonstrate the analytical & decision-making
skills necessary for this position?

I 2 ) 1 5
Rating

I 2 3 4 5
Rating

Commitment to delivery - Did the candidate demonstrated his commitment to achieve targets on time?

Rating
I 2 4 5

Candidate interest in role - How much interest did the candidate show in the position?

Rating
I 2 3 4 5

Knowledge about Shoolini University- Did the candidate research the organization prior to interview?

Rating
I 2 3 4 5

Culture lit - Does the candidate fit in the culture?

I 2 3 4 5

Department

Yerbal & written communication skills - Does candidates posses good verbal and written communication
skills?

Rating

J



Recommendation
Stage l: Department
Head

Name:

Signature:

Stage 2: President HR &
People Practices

Name: Arvind Nanda

Signature:

Stage 3: Vice Chancellor

Name: Prof Atul Khosla

Signature:
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lnduction Guidelines

To support our mission statement to bring "Happiness" into the life ofShoolinians and all we touchand also in

line with one of the values 'Cluality in everything we do'- lnduction at Shoolini University is a transitional
process to welcome new employees and build a foundation of support and involvement for all new employees.

1. To provide relevant information, support, and welcome to new staff members to make them feel valued,
confident, and comfortable in their new environment and able to contribute effectively at the earliest.

2. To complete the required work and administrative procedures so as to start contributing towards the
university's expectations and endeavour.

3. To facilitate the process of integration and alignment.

These guidelines are provided toaid any staff memberwho has responsibility for enabling the induction of a

new employee, to ensure that the introduction of this new staff member into the work area to be completed
smoothly and efficiently.

The induction process encompasses three stages:

1. Prospective Staff
' Starting the Job

-. Familiarization

Prospective Staff
1. lssue a formal letter of offer to the new employee.
2. Reach out to new employees to coordinate details for their first day, including logistics support,

accommodation for the initial 10 days, arrival time, parking and transport arrangements. as well as

safety and security procedures.

3. Sent out a welcome email to the new employee.
4. lnform internal stakeholders about the schedule and gather information on their availability.
5. ldentify a suitable Buddy for the new employee.

6. Set up and organise the new employee's work area.
7. coordinate any required training sessions

6

Obiectives:

Makine lnduction Work

Stases of lnduction

Overview of lnduction


