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Appendix A
Search Plan and Recruitment Form 
 FORMCHECKBOX 
  Academic Administrators            



 FORMCHECKBOX 
  Non-Academic Administrators

 FORMCHECKBOX 
   Classroom Faculty:  Tenure Track                                       FORMCHECKBOX 
   Non-Classroom Faculty: Tenure Track
Section A: Position Details (To be completed by the Office of Human Resources)
	Department:
	

	Position Title:
	     

	Position Number: (to be completed by HR)
	
	New Position:

 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
 No

	Replacement: 

 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
 No


	Anticipated Date for Review of Applications:


	Anticipated Start Date:




Section B:  Search Committee Membership 
Academic/Non-Academic Administrators (To be completed by the Senior Administrator or Vice President)
List your recommendations below and submit to the President for consultation and approval. 
Faculty/Non-Classroom Faculty:  Search Committee Membership (To be completed by the Chairs/Directors)
List below the names of the Committee Chairperson and members.  Please be sure to include the title/rank of each member.
Search Committee membership will be reviewed by the Affirmative Action Officer prior to the start of the search process.  
Search Committee Members
Chairperson’s Name: 
	Name:
	Title/Rank:
	Department:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Approved _____________________________________________Date:_________________________________



President or Affirmative Action Officer
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Appendix B
Search Plan and Recruitment Form for Hiring Academic Administrators
Recruitment Sources to be Completed by the Senior Administrator/Vice President to Whom the Position Reports
Please provide a list of advertising venues and contacts that will be utilized to attract a qualified and diverse applicant pool, for example:  a) Advertising in standard publications; b) Advertising in specialized publication (e.g., for women and minorities); c) Contact with women and minority caucuses in scholarly and/or professional organizations; d) Contact with colleagues at other universities. See recommended standard publications below.
Please attach a draft of the position details/job advertisement. 

Please Provide Any Additional Venues Below
	Organizations/Advisory Boards that will be contacted:
	Publications, Web Site resources, Other.  Please provide web addresses, blog address, and membership information. Sources should be listed in priority order.                               

	
	

	
	

	
	

	
	

	
	

	
	

	
	


1) Senior Administrator/Vice President:  
    When completed forward to the Affirmative Action Officer
____________________________________________________________________________
Signature

         



   

Date

2) Affirmative Action Officer:   
_____________________________________________________________________________
Signature







Date

3) Vice President for Human Resource Management and Labor Relations

Arthur Brown








______________________________________________________________________________
Signature







Date
    Letters of Invitation Sent:  ___________                Sent to Human Resources:   _________


                                                      Date                                                                           Date





    Reviewed by Affirmative Action Officer:   ___________________      Date:  ___________       


                                                                              Signature
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