 

Department:
     
College:
     
Status of Position:
 FORMDROPDOWN 

Reason for Vacancy:
 FORMCHECKBOX 

New
 FORMCHECKBOX 

Replacement of
     
Proposed Starting Date:
     


Proposed Termination Date:
     
VACANCY ANNOUNCEMENT (Describe duties & responsibilities.)  Attach sample announcement and advertisement


List Names of Recruitment Contacts (e.g., Publications, Universities, Associations and Individuals - Note which are affirmative action contacts.)


	Contact
	A.A.?
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List all Qualifications Required for this Position:  (e.g. degree, type of experience, publication record)

In lieu of listing the qualifications required for the position, attach the job posting to this sheet.

     

	Name of Candidate
	AA ID#
	Meets Req’d
	Highest Degree
	Withdrew
	Reasons for Rejection or Possible Further Consideration
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*Place the assigned applicant number from the mailed affirmative action self identification card.  Also place appropriate letter when there is any indication the individual is an Affirmative Action candidate.

Affirmative Action Candidates include minority group members: Black (B), Hispanic (H), Native American (NA), Asian or Pacific Islander (AA); Female (F); Disabled Persons (DP); Disabled Veterans (D); & Vietnam Era Veterans (V).

Members of Minority Groups are defined by the EEOC (see Appendix. J of Faculty Appointment Handbook), and includes U.S. citizens and immigrants (i.e., aliens lawfully admitted for permanent residence in the U.S.).


1.
     
If no affirmative action candidates appear in the top group, then list the strongest affirmative action candidates from the total pool and discuss their qualifications.

1.
     

Reviewed and Approved:


A.A. Officer



Date

Senior Officer Hiring Official



Date


     
     
     
     
     
     
     
     
     
     
     
     
     
     

RECOMMENDED CANDIDATE:       





Proposed Rank:
       
Proposed Salary Range:
       
Recommended by:









Date: 







Department Chairperson/Director

Approved by:










Date: 







Dean


Approved by:  










Date:

Affirmative Action Officer 

Approved by:










Date:





Office of the Provost / President

Approved Rank:



Approved Salary Range:


Eff. Date:

SENIOR OFFICER APPOINTMENT ACTIVITY RECORD


Authorization must be received from the Dean, A.A. Office & Senior Officer Hiring Official prior to offering the position





LOG OF APPLICANTS


List all applicants.  Send all applicants files with this form.





DISCUSSION


List top candidates and discuss how each meets or does not meet the criteria indicated on the front page.  Both objective and subjective considerations should be discussed.  The discussion should adequately describe all factors considered by the committee and/or appointing officer.





FOLLOWING INTERVIEWS


Compare and contrast top candidates, describing reasons for recommending final candidate.








