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USING DISPOSITION CODES

Disposition codes are short, pre-defined explanations of why an applicant did not make it to the next step of the hiring
process. Disposition codes help track and document committee decisions regarding each applicant, providing
responsible documentation of the hiring process and mitigating liability by keeping a record of the stated reasons why
each individual job applicant was removed from consideration.

NAVIGATION

To get started, navigate to my.ufl.edu and use one of the following navigational paths:

Click the Nav Bar icon

Click Main Menu

Click Human Resources

Click UF Departmental Administration
Click Faculty/Postdoc Requisitions

Click the Nav Bar icon

Click Main Menu

Click Human Resources O R
Click Recruiting

Click Faculty/Postdoc Requisitions
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DisposITION CODES VERSUS APPLICATION STATUSES

Disposition codes are meant to work in conjunction with application statuses rather than replace them outright.

Application statuses indicate where a given applicant is in the committee’s process of consideration (e.g., Long List,
Short List).

Disposition codes, on the other hand, document why a given applicant did not move any further in the process. In many
situations, these fields will be included in reports at the end of a search. Using disposition codes for each applicant will
help UF in meeting requirements for compliance reporting at the completion of its search process.

LiIsT oF DIsPOSITION CODES

Below is a list of typical disposition codes established for UF:

e Accepted another offer

e Application falsification

e Background/reference check requirements not met
e Did not return phone call or email

e Did not show for interview

e Does not meet qualifications

e Incompatible availability date

e Less competitive based on recommendations
e Less competitive degree or training

e Less competitive experience or skills

e Less competitive publications or research

e Not eligible for rehire

e Other
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e Position canceled
e Rejected offer
e  Withdrew application

o Work eligibility or visa requirements not met

ASSIGNING DIsPOSITION CODES

Disposition codes can be assigned to applications one at a time, or a single disposition can be assigned to multiple

applications.

ASSIGNING DISPOSITION TO A SINGLE APPLICANT
1. Select the applicant from the list of applications

University of Florida > Positions >

Unit Status

30040000 - JX-ANESTHESIOLOGY- Interviewing change
JAX

Applicants

Search by name, education, or status

3 of 3 Applicants Shown.
Applicant Name  ~ Date Updated

Hal Courson
D.0. - Doctor of Osteopathy, New York College

B Nov 14,2018
of Osteopathic Medicine

Keian McKee
M.~ Doctor o1 Medicine, New Jersey Medical

School

Johannes Traster
M.D. - Doctor of Medicine, Case Westem

Nov 14,2018

Nov 14,2018
Reserve University

TEST POSITION ONLY - Clinical
Assistant/Associate/Full Professor (40823)

Opens
0ct 29,2018

¢ Applicant Status

Reference

Collection

Reference
Collection

Removed from
Consideration

[~

Tags
Other ReferrelWord of Mouth | x

Ref collect email 1115 ‘x Sally tor

Professional Organization | % Ref

Sally 1o review 1114 | %

2. Click + Add under the Disposition Code section of the applicant’s profile page.

Keian McKee
Education Information
M.D., New Jersey Medical School

Status
Reference Collection change

Disposition Code
| Add I

University of Florida > Positions > TEST POSITION ONLY - Clinical Assistant/Associate/Full Professor (40823) »

Tags
Professional Organization | 3

Ref collect email 11.15 | ® Sally to review 11.14

Add

Training and Organizational Development

UF Human Resources

12/5/2018
Page 2 of 8



Human Resources
UNIVERSITY of FLORIDA

UF

Careers at UF: Faculty & Postdocs

3. Click the disposition code from the dropdown menu.

Disposition Code

Add Disposition Code

Accepted another offer

| Application falsification

I Background/reference check I
| requirements not met

Did not return phone call or email
Did not show for interview

Does not meet gualifications
Incompatible availability date

Less competitive based on
recommendations

Less competitive degree or training
Less competitive experience or skills

Less competitive publications or
research

Alos oliciiio s

ASSIGNING DISPOSITION TO MULTIPLE APPLICANTS

1. Select multiple applications on the applications page as shown below. This will open a menu bar that includes a

Disposition Codes button.

University of Florida > Positions >

TEST POSITION ONLY - Clinical
Assistant/Associate/Full Professor (40823)

Position Actions v

Unit Status Opens Closes
30040000 - JX-ANESTHESIOLOGY- Interviewing change 0Oct 29,2018 Nov 15,2018
JAX
Applicants
search by name, education, or status
| Filter v || Saved Views v || Columns v

3 of 3 Applicants Shown. Read Email Status ~ Tag ~

Disposition Code ~

Applicant Name = DateUpdated % Applicant Status ~ Tags My Overall Rating &
Hal Courson
D.0. - Doctor of Osteopathy, New York College Reference Other Referral/Word of Mouth | % ™YY Y
. Nov 14,2018
of Osteopathic Medicine Collection Ref collectemail 11,15 | % Sally torevien 1114 | x 77
Keian McKee
M.D. - Doctor of Medicine, New Jersey Medical Reference Professional Organization | ¥ Refcollectemail 1115 | % T¥ 77 W WY
Nov 14,2018
School Collection Sallytoreview 1114 | x %
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2. Click the Disposition Codes button and select the code you want to apply.

| Filter s || Saved Views w || Columns w |

Read Email Status + Tag v Disposition Code ~ i

+ Applicant Status ~ Tags n ating #

Reference e — Accepted another offer b {\,?
Collection Refeollectemail 1115, Application falsification

Less competitive publications or reseel

requirements not met
Reference Professional Organiza| ~ Did not return phone call or email . {‘3
Collection Sally to review 11.14 | Did not show for interview -

— = —~

Borooued fiom 17 Y7 Y7 ¥¢

The code will display on the applicant profile page of each user.

University of Florida > Positions > TEST POSITION ONLY - Clinical Assistant/Associate/Full Professor (40823) »

Keian McKee
Education Information
M.D., New Jersey Medical School

Status

Reference Collection change

Disposition Code Tags

ILess competitive publications or research change I Professional Organization \ x

Ref collect email 11.15 | * Sally to review 11.14 | %

CHANGING & REMOVING DisposITION CODES
1. Open the applicant's profile page and click Change under the Disposition Code section.

University of Florida > Positions » TEST POSITION ONLY - Clinic

Keian McKee
Education Information
M.D., New Jersey Medical School

Status

Reference Collection change

Disposition Code

Less competitive publications or research
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2. Select the appropriate code from the dropdown menu
a. Note: To remove the disposition code, scroll to the bottom of the list and select Remove Disposition

Code

Status

Reference Collection change

Disposition Code

Less competitive publications or research] change

Add Disposition Code

w Application

Documents Accepted another offer

Title = Application falsification

Mckee Anesthesiology CV Background/reference check
CV. reguirements not met

MckKee Anesthesiology Letter Did not return phone call or email

Cover letter Did not show for interview
Does not meet qualifications
Forms
e Incompatible availability date

i i | Less competitive based on

How Did You Hear About This Opportunity )
) recommendations
1 Question

Less competitive degree or training
Work Eligibility-Visa Sponsorship N _ )
2 Applicants Less competitive experience or skills
Less competitive publications or
research

g sicmatiecuments Not eligible for rehire

Other

Materials X
Position canceled

Title =
Rejected offer
Withdrew application
Work eligibility or visa requirements
not met

w Ratings

I Remove Disposition Code I

NOTE: You can also remove the code from multiple applications at once from the list of applications. On the
applications page, select the applications you want to change, click the Disposition Code button, and select

Remove Disposition Codes.

3 of 3 Applicants Shown.

Applicant Name = Date Updated % Applicant Status

Hal Courson
D.0. - Docter of Ostecpathy, New York College of

. Nov 14,2018
Ostecpathic Medicine

COMPLETE

Keian McKee
M.D. - Doctor of Medicine, New Jersey Medical School

COMPLETE

Reference Collection

Nov 14, 2018 Reference Collection

Read  Email

Tags

Ot Referral/Ward of bouth | % Rel

sallytoreien 114 | %

Organizati |x Ref col

Status ~

Tag =
Other
Position canceled
Rejected offer
Withdrew application

Work eligibility or visa
requirements not met

Sallytoraview 1114 | %

l Remove Disposition Codes I

Disposition Code ~ =

.
ating &

o
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VIEWING DisposITION CODES

You can add a column to the applications page to display the disposition codes of applicants.

1. Click the Columns button.

2. Check the Disposition Codes checkbox.

t Dentistry

Closes:

Opens

change Jan 31, 2016

Jun ZH\

| Filtar ][ Saved Views w ]l

Interviaw Pmsponecin | K Sardn | % wrong ougren | %

Intarvigw

Calumns
o Applicant Bsur  Toge
My Crvesal Rating
Imterview Dufl | X Rmsonsedu | ®
Tags
Inaniew Evhsated | @ Feporsedue | % Sadu | e r.:uvr:ln:/
Data of I M ission
1) ispeattion Codes

Highast Degres Dite

overall Aating

Rissiorn Datault

”‘

The disposition codes will appear in the table, and the list can be searched and sorted (alphabetically) by disposition

codes.
B of B Applicants Shown. \
Applicant Nama = Date Updated % Applicant Status Tags Disposition Codes & My Cvwrall Rating %
Bing Boland
Jan 16, 2018 Inserview Deafy | ¥ Resposses dus ||‘ Do niol meed depariment minimum reguirements * * * ﬁ ﬁ
James Grimm
Ph.D. - Doctar of Philosaphy, Deme University Jan 16, 2018 [T Evalusied | ®  Reponsadua | X Sandaa | X Less campelitive based on wark Rstan {sxpeisncs] * * * * ﬁ
Jonas Jones
Jan 16, 2018 [T Fasponse dus | X Sandra | X Woong Dagrea | X Dhes ] st deparlment minmum requiremeants * * * * ‘ﬁ
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REPORTING ON DisposITION CODES
Administrators can create an Applications Report by selecting to add a Disposition Code column for reports on the

applications list.

1. Open Reports section and make sure you are viewing the Applications Report tab.

Fatuly Sk

Positions

Administ

Usars & Groups

Rirvierw, Promotion and Tenums

Damn Unkegrsity @

Reports

Mﬂlmalmns Repori  Pogitions Report  Form Report  Logs

umIT

Durna Unkerety

Filter =

POSITION STATUS

Agoepting Apphceliodes [ 2]
Posltion Clossed

Cases Coliage of Dankstry
Sechool of Mugic
Tamplates
Demo Unkersity Consersaiory
Adminigtration
Department of Oral and Max..
LETT Jaze Sudies
Usars & Groups Oepariment of Critical S

coooo®8

2. Click the Columns button.

3. Check the Disposition Codes checkbox.

Saved Reports w Columns w
Columns Restone Default
C APPLICATION LABEL Q OVERALL AFPLICATION
e Responae dus o Filtered by Mo Rating
a Sandra [ -]
Wrang Degree [=] City
Draft [1] LAl Comments
Evaluated 1] Ince Camplete? l
Interview 5/25 (1] Complet Completensss Level
Response dug 61 [1] Caomplate: Pen .l Country
[ Disgasition Cade
G APPLICATION STATUS Q SELECTED Emall
Highest Degres Date
Int
e B ©  amchive _ ,
g Longlist o Highest Degree Ingtiiution
L Mew 0 wiTHORAWN m
(3] Shortiist ]
a Filter by Form Responses
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4. Choose the unit to report on

Demo University »

Reports

e

Demo University
B Callege of Dentistry

Schoal of Music

UMIT

D Lirivarsiy Coneaniahan
Department of Oral and Max...
Jazz Studies

Depariment of Critical Studi..

ocooa000

Applications Report  Positions Report  Form Repart  Logs

POSITION STATUS Q
#ocepling &pplications ﬂ
Positian Closed a

Disposition codes will display as a column on the table and in the CSV file of the report.

—
ey = mm

Shorwing 19 ol 19 regults

Firss Maorms Last Mo Highesi Degres
Bonne Benemn
[ Bl

Application Stanus Lateis

N\

Lasi Dabe Updated

My 12, 2017

e 3, 2017

Dispostion Codia

Infereiew demonstraled lsck af

nifective commenication skils

L cmpetitiva for position
Diciisd on anes of sseanch

weprlian

Poesiibon Mame

Boiurar an

Pengdantal Sumgesy

Agmnzin Profassas of

Pericdastics

FOR ADDITIONAL ASSISTANCE

Technical Issues

The UF Computing Help Desk
352-392-HELP
helpdesk.ufl.edu

Policies and Directives

UFHR Recruitment & Staffing
(352) 392-2477

Website
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