PROPOSED EMPLOYEE APPOINTMENT

	Department 
	
	Campus
	

	Academic Rank (if any)
	
	Area of Specialization
	

	Position 
	
	Salary
	

	Supervisory Position        
	
	Yes
	
	No
	
	
	Department Head 
	

	Was a written job announcement prepared?
	Yes 
	
	No 
	
	

	If yes, please attach a copy.  If no, indicate why not.
	

	

	

	If yes, please list the name and address of each individual/organization to which the announcement was given.  (Use continuation sheet, if necessary).

	Name 
	
	Address 
	

	Name 
	
	Address 
	

	Name 
	
	Address 
	


	Was the announcement posted in a publication/newspaper/etc?
	Yes
	
	No
	
	

	If yes, please list the name (s) of the publication(s)/newspaper(s), etc:

	Publication Name
	

	Publication Name
	

	Publication Name
	

	Were any efforts made to determine the availability of qualified minorities and women for the position? 

	
	YES 
	
	NO 
	
	

	If yes, please describe the efforts: 
	

	

	

	If no, please explain why not: 
	

	

	

	Were any efforts made to inform potential female and minority applicants of the vacancy? 

	
	YES 
	
	NO 
	
	

	If yes, please describe efforts: 
	

	

	

	If no, please explain why not: 
	

	

	

	How many applications (completed) were received?  
	
	

	How many applicants were seriously considered (beyond preliminary screening)?   
	
	

	How many applicants were interviewed? 
	
	

	What was the controlling factor in the recommended appointment:

	
	Personal and professional judgment of department head?

	
	Evaluation by supervisory personnel or selection committee?

	
	Review and determination by a faculty committee?

	
	Review and determination by a committee of the whole?

	
	Other (Specify): 
	

	

	


REVERSE SIDE

	Give name, sex and race or ethnic group (white, black, American Indian, oriental, Spanish–surnamed-Hispanic) of each candidate interviewed but not selected. Check for each candidate, one or more boxes indicating the main criteria by which the selected candidate was determined to be better qualified for the position.

	A.
	Name 
	
	Sex
	
	Race or ethnic group: 
	

	
	
	Educational background
	
	Required salary and/or rank

	
	
	Relevant experience
	
	Research/professional specialty

	
	
	Professional references
	
	Other (specify) 
	

	
	
	Scholarly research & publication

	B.
	Name 
	
	Sex
	
	Race or ethnic group: 
	

	
	
	Educational background
	
	Required salary and/or rank

	
	
	Relevant experience
	
	Research/professional specialty

	
	
	Professional references
	
	Other (specify) 
	

	
	
	Scholarly research & publication

	C.
	Name 
	
	Sex
	
	Race or ethnic group: 
	

	
	
	Educational background
	
	Required salary and/or rank

	
	
	Relevant experience
	
	Research/professional specialty

	
	
	Professional references
	
	Other (specify) 
	

	
	
	Scholarly research & publication

	D.
	Name
	
	Sex
	
	Race or ethnic group:  
	

	
	
	Educational background
	
	Required salary and/or rank

	
	
	Relevant experience
	
	Research/professional specialty

	
	
	Professional references
	
	Other (specify) 
	

	
	
	Scholarly research & publication
	
	

	E.
	Name 
	
	Sex
	
	Race or ethnic group: 
	

	
	
	Educational background
	
	Required salary and/or rank

	
	
	Relevant experience
	
	Research/professional specialty

	
	
	Professional references
	
	Other (specify) 
	

	
	
	Scholarly research & publication
	
	

	F.
	Name 
	
	Sex
	
	Race or ethnic group:  
	

	
	
	Educational background
	
	Required salary and/or rank

	
	
	Relevant experience
	
	Research/professional specialty

	
	
	Professional references
	
	Other (specify) 
	

	
	
	Scholarly research & publication
	
	

	G.
	Name
	
	Sex
	
	Race or ethnic group: 
	

	
	
	Relevant experiences
	
	Required salary and/or rank

	
	
	Relevant experience
	
	Research/professional specialty

	
	
	Professional references
	
	Other (specify) 
	

	
	
	Scholarly research & publication
	
	

	H.
	Name
	
	Sex
	
	Race or ethnic group:  
	

	
	
	Relevant experiences
	
	Required salary and/or rank

	
	
	Relevant experience
	
	Research/professional specialty

	
	
	Professional references
	
	Other (specify) 
	

	
	
	Scholarly research & publication
	
	

	Give name, sex and race or ethnic group of applicant (s)  selected for appointment ( if authorization was approved for two or more appointments, please list all who were appointed):

	Name 
	
	Sex 
	
	Race or ethnic group: 
	

	Name 
	
	Sex 
	
	Race or ethnic group: 
	

	Name 
	
	Sex 
	
	Race or ethnic group: 
	

	Name 
	
	Sex 
	
	Race or ethnic group: 
	


	REQUIRED SIGNATURES:

	Chairperson/Supervisor
	
	
	
	Date
	

	
	Typed Name
	
	Signature
	
	

	Dean/Director/Unit Head
	
	
	
	Date
	

	
	Typed Name
	
	Signature
	
	


