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May 1, 1998

Dear Colleagues:

In my first Convocation speech as Chancellor in the fall of 1995, I set out 10 characteristics of a great university.  The first characteristic I listed was about the importance of diversity:

To be a great university, we must welcome all peoples, respecting their differences, while teaching tolerance for each human being; a great American university demonstrates the value of a democratic way of life, thereby ensuring a democratic future.
What are the practical implications of this statement?  If we respect all peoples, then we recruit all peoples, as students, staff, and faculty.  We cannot serve as an American democratic model unless we reflect the mosaic of the American republic.  This means that we will give a priority, whether it is fashionable or not, to ensuring that KU is a university for all the people of Kansas and all the people of the world.

There are certainly laws that apply to equal opportunity, and they must be obeyed.  What the laws mean, in simple terms, is that there should be a level playing field for all regardless of race, religion, color, national origin, sex, age, disability, veteran status, sexual orientation, marital status, and parental status.

We can achieve diversity on campus without sacrificing our standards.  Indeed, it is sexism and racism to suggest that equal opportunity means a relaxation of hiring standards.  We do not have to compromise those standards because there are many women and minorities who meet them.  It is our responsibility to ensure that all peoples are encouraged to apply for all our positions.

The university is expected to be a model for the rest of society.  Every member of the university family shares the responsibility of creating a more democratic and inclusive community.  This handbook will be especially beneficial to you as you hire new faculty and staff to help us reach our goals.

Robert E. Hemenway

Chancellor
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The University of Kansas is proud of its commitment to help all individuals realize their potential.  All University policies and programs allow equal opportunity for employment, conditions of employment, services and participation in university activities regardless of race, religion, color, sex, disability, national origin, ancestry, sexual orientation, marital or parental status and to the extent specified by law, age or veterans status.  

The University is an Equal Opportunity and an Affirmative Action Employer.  This means that, as an institution receiving federal funds, we seek to provide an equal opportunity for all individuals to become aware of available positions, to apply for those positions and to assure equitable treatment of candidates throughout the hiring process.   As an institution, we are also committed to taking “affirmative action” to increase diversity of the University community and making significant efforts towards inclusion of individuals who may not be sufficiently represented in the present workforce.  Each search conducted for a University position should include proactive initiatives for increasing diversity, and provide equal opportunity for all potential candidates.  

The hiring authority (person or persons within the academic unit who has the ultimate responsibility for making the final hiring decision) is responsible for making certain that the University guidelines and procedures related to equal opportunity and affirmative action are followed throughout the search process.  Before beginning a search, the hiring authority should refer to the University’s Affirmative Action Plan and review the statistical analysis for the positions to be filled.  This analysis should help determine outreach efforts, newspapers and journals for advertisements, and give a benchmark for the number of underrepresented persons which might be expected in the candidate pool.  

These guidelines have been compiled to assist university personnel in conducting searches for faculty and academic staff positions.  The recommendations are intended to further the university’s efforts to eliminate discrimination, take affirmative action and to provide equal opportunity, as indicated above.   
Persons with inquiries related to discrimination on any of the prohibited bases listed above should contact the Department of Human Resources and Equal Opportunity, 101 Carruth-O’Leary Hall, (785)864-3686.  
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GOALS OF A SUCCESSFUL RECRUITMENT PROCESS
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· To attract highly qualified individuals to the University of Kansas

· To engage in active recruitment of members of traditionally underrepresented groups 

· To provide potential candidates an equal access to apply and compete for vacancies.

· To comprehensively gather information about each candidate’s qualifications for a vacancy.

· To attract a pool of qualified diverse candidates 

· To interview a pool of qualified candidates that includes representation of underrepresented groups 

· To select a candidate that has the potential for succeeding in an inclusive and supportive environment 
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THE RECRUITMENT PROCESS
In a Nutshell
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· Develop duties, required and preferred qualifications for the position.  Draft position description, position announcement and ad copy.
· Identify members of the search committee.
· After examining department’s underutilization data, identify advertising resources and develop outreach efforts.

Submit Recruitment Plan for approval

· Place ads in approved resources.  

· Develop an objective screening instrument and prioritize criteria.
· Respond promptly to all applications upon receipt of materials; include the link to the Faculty and Academic Staff Applicant Data form.

· Contact HR/EO to obtain the overall composition of your pool, along with national availability data for persons of color and women in your discipline.
· Evaluate application materials to determine if they meet the required qualifications; complete a screening instrument for those minimally qualified.

· Review the qualified pool of applicants; discuss and document recommendations for interviews.



Submit the Pre-Interview Summary for approval


· Schedule interviews and make travel arrangements.

· Develop interview questions and an interview evaluation form.

· After interviews take place, discuss and document recommendations for hire.  Collect notes/comments from faculty/staff/students.



Submit the Pre-Offer Summary for approval

· Make verbal offer; after offer is accepted in writing, notify unsuccessful candidates.
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Close search and maintain records for five years.

SEARCH COMMITTEE 

The hiring process can be a subjective process.  Use of search committees allows for the input of several individuals, thus making the search process more objective.  Opportunities for committee discussion and interaction are vital.   The search committee should be reminded that all information related to the search process is confidential.

· The search committee should review school/college guidelines as well as departmental by-laws that pertain to conducting searches for faculty.
· Search committees should include at least three persons.  Prospective search committee members should consider the time commitment required before agreeing to serve on a search committee.  In the event that a member cannot participate in all stages of the process, consult with HR/EO.  If the committee membership changes be sure to notify HR/EO.
· Search committees should include members of underrepresented groups or other individuals who can bring a diverse point of view.  It may also be helpful to include persons who have various perspectives due to their various roles in the University community.  Undergraduate students, graduate students, other University community personnel, and persons outside of the University may serve on search committees.


· Prior to conducting campus interviews, at least one member of the search committee should participate in equal opportunity search training if no one has participated within the previous 
two years.  It is preferable that the search committee chair has received search training (if no group training sessions are available, HR/EO will do one-on-one training).  
· Search committees are encouraged to meet with HR/EO at any point to discuss screening, appropriate interview questions, diversity issues, confidentiality, reference checks, or any other information related to the search process.
· Any questions from candidates regarding perceived inequities in the search process should be referred to HR/EO.  Questions from candidates regarding their status within the search should be referred to the search committee chair or departmental chair.
· For a list of the typical responsibilities of the search committee chairperson, see Appendix A.  

CANDIDATE ASSOCIATIONS

  

The perception of fairness is essential to the success of the search process.  While departmental practices of hiring faculty are highly professional, the appearance of a conflict of interest is sufficient reason for a candidate to challenge the process.  These guidelines are a starting point from which to have a discussion with those involved, including the hiring authority, search committee and HR/EO.  Under the following circumstances, it is recommended that the search committee be notified and HR/EO consulted for guidance to avoid any future complications.

· CASUAL Association: might include serving on a committee with the candidate or knowing the candidate through an association.  In this case, simply notify the search committee.

· PROFESSIONAL Association: might include conducting research together or working together as colleagues.  In this situation it is recommended that if it is critical the search committee member participates in discussions, they should fully disclose the depth of the association and that any information (negative or positive) that they provide should be substantiated by outside references that can lend additional objectivity.


· CLOSE PROFESSIONAL/PERSONAL Association: might include a candidate that is a family member, supervising the candidate’s dissertation committee, or supervising the candidate.  In this situation it is recommended that the search committee member recuse themselves from the committee or at 
a minimum not participate in any discussion about that candidate and not serve as search committee chair.  In the case of a family member the search committee member must resign from the committee.  

· If a candidate names a search committee member as a reference, then the committee member must decide whether they will serve as a committee member or a reference.  They cannot objectively be both. 

· If a search committee member is familiar with a candidate from a previous search, the committee member must avoid discussing the previous application.  The previous application information may have changed and should not be used, especially in a decision making manner.  If the previous search revealed items of concern, they must be relative and substantiated.  Consult with HR/EO.  

BROADENING THE POOL 

Fundamental to the success of the search process is creating a broad and diverse pool of qualified candidates.  Increasing diversity in the University community might include some of the following initiatives.  Most of these initiatives cost very little and may do a great deal to enhance the diversity of the candidate pool.  The responsibility for achieving diversity lies with the hiring authority, although certain tasks and responsibilities may be delegated to the search committee.  HR/EO staff can provide assistance and resources to departments in outlining search strategies and contacts.

RECRUITMENT STAGE :

Advertising in only traditional publications can often result in homogeneous pool of candidates.  Therefore, it is expected that faculty positions will be advertised in other publications that target underrepresented group members.   But also keep in mind that simply advertising the position may not be sufficient to attract a diverse pool of candidates.  Some of the best candidates may not be actively seeking a position.  Therefore, personal networking that is ongoing can be a valuable tool in broadening the pool of candidates.  It is important to note that inviting someone to apply does not imply that they will be given preference in the search process.  



· Solicit names of potential candidates from minority or women faculty in the department or in the School.  Write, call or meet with the potential 
candidate and encourage their application.

· Request the assistance of minority or women faculty in the department or school by asking them to nominate 
potential candidates of color.  Minority or women faculty could also write, call or meet with the candidate to encourage their application.

· Send position announcements to professional organizations and their subgroups or interest groups with a minority focus.  Many professional organizations for women and people of color in your discipline can be found on-line.  Some have membership directories that can be requested.  Advertise in the organizations’ newsletter, magazine or web site.  (i.e. National Society of Black Engineers, Society for Advancement of Chicano and Native Americans in Science)

· Send position announcements to the university department aligned with your discipline at the institutions that graduate the largest number of minorities of color.  HR/EO has a list of institutions. 


· Advertise in minority and women’s journals that feature classified advertising.  (i.e. Association for Women in Science, Women in Higher Education, Diversity Issues in Higher Education, Hispanic Outlook in Higher Education)

· Contact minority or women scholars currently working in the field who can recommend potential candidates.
· Solicit names of potential minority candidates from Chairpersons or Directors of programs that serve minority constituents.

· Contact Ph.D. and Post-doc advisors to solicit names of outstanding minority and/or women students.

· Meet with potential minority or women candidates at conferences to discuss the position whenever possible.  This could include conferences sponsored by groups whose members are primarily women or persons of color, or persons with disabilities.  
· When attending professional meetings/conferences, ask about qualified minority and women candidates.
· Subscribe to minority or women’s professional journals.  They often highlight accomplished members in their fields.  

SCREENING STAGE :

· As your pool may not be as diverse as the availability data suggests it should be, contact HR/EO prior to submitting the Pre-Interview Summary form.  HR/EO can provide the overall composition of the pool, along with national availability data for persons of color and women in your discipline.  If necessary, HR/EO can assist in further outreach efforts.  

· Note the current and previous workplaces.  Persons working currently or previously at a Historically Black Colleges and Universities, or at Colleges like Haskell Indian Nations University may be a candidate of color.

· Note whether or not any of their degrees are from Historically Black Colleges and Universities, Hispanic serving, or Indian Nations institutions.

· Review the candidate’s public service and community activities.  Look for membership or leadership in organizations like, National Council of La Raza, NAACP, historically Black and Latino fraternities and sororities, tribal councils or tribal membership.
INTERVIEW STAGE :

· Since the purpose of an interview is to not only evaluate candidates but to recruit them, ensure that they have the best possible experience while visiting KU.  Assume the candidates are being aggressively recruited by other universities and recruit them with enthusiasm.

· It is recommended that the itinerary for the campus visit be sent to all interviewees in advance.  Within this context ask if candidates would like to meet with any special groups or other areas of interest on campus.  Be aware of the candidate’s cultural or religious needs, without explicitly asking about them.  Among the groups appropriate for your discipline might be the Hispanic Network and Black Faculty and Staff Council.  Contact HR/EO for assistance in making arrangements with these groups or other groups.  In addition, ask whether there are any social/community concerns that can be addressed.  

· Be prepared to provide community cultural resources that are of special interest to candidates (i.e. ethnic hair care products, kosher markets, etc.).  The candidate will generally appreciate that someone on the search committee is able to answer these questions rather than referring them to someone else on campus.

OTHER STRATEGIES :

· Grow your own candidate.  Encourage and nurture any connection between the interests of the minority graduate students or female graduate students and the needs of the department.  Ask colleagues at other institutions about the research interests of graduate students of color and female graduate students who are nearing degree completion. 


· Make a significant effort to hire a cohort of minority faculty or women during a one or two year period. Create a small "community of scholars of color or women" within your academic unit. Hire members of the cohort at both junior and senior levels.
· Design a formal mentoring program between Emeritus faculty and junior faculty. 
· Ask a group of junior and senior faculty members in your academic unit who have been good mentors to write a guidebook for new faculty. The guide should give constructive ideas on how to get research funds, how to improve teaching skills, etc. The guide should be discipline specific and indicate issues of academic culture as well as define departmental guidelines. The guide should provide clear guidelines for promotion and tenure. 
· Utilize the Provost’s Office Central Bridge Fund, which is usually for a specified period of time (i.e. one year), defined by the Provost office, until the department can assume the salary costs for the minority appointment.  Departments can apply for support from this fund:

· If a department does not currently have a line, but is able to identify a person of color who might be a candidate for a faculty position.
· If a line is available but additional funds are needed to augment a salary line or to provide start up funds for teaching and research.
THE SCREENING PROCESS


The search committee should carefully examine all accomplishments, which might include nontraditional career paths and experiences.  Sometimes we unintentionally favor candidates who share the same values, educational backgrounds, social skills and behaviors, thereby, rejecting candidates not fitting the mold.   While conventional research interests may support the potential for success, research interests outside the mainstream should be given appropriate consideration.  

· As it is imperative that all individuals screening candidates are using the same objective criteria, the search committee should discuss early in the process what will be considered evidence of meeting all of the qualifications.  
· The detailed position description that clearly outlines the duties and qualifications of the position should serve as the basis for the screening criteria.  
· A screening instrument should be completed for all qualified candidates.  When screening the preferred qualifications it may be useful to weigh some qualifications more heavily than others.  Remember that any scores should serve as one factor among others in determining the candidates’ placement in the pool.  See Appendix C for a sample screening instrument.


· Be careful not to place undue emphasis on the status of the candidate’s institution.  Many qualified individuals with great skills and experience get their training at smaller private schools, state colleges and universities.  
· When looking at years of experience, consider that underrepresented group members may have just entered many fields in larger numbers in recent years.  Thus, underrepresented group members may not have had as many recent opportunities to write articles and publish books as some others.  Also, appreciate that it may take some individuals more time to complete degrees or publish papers because of circumstances such as family obligations, financial difficulties, or committee responsibilities at their institutions.   
· As candidates may take time off for personal reasons, it may be important to evaluate a candidate’s publication record in terms of the time period over which it was produced and not simply since the PhD was awarded.   Also, keep in mind that publications are just one indicator of future potential success.  
· Avoid overly simplistic means of determining who is most qualified.  For instance, is a candidate who has ten years of postdoctoral experience more qualified than someone who has only five years of postdoctoral experience?  Can references speak to the quality of the postdoctoral experience?  Are peer reviewed journals the only means of publishing quality research?  

· When conducting a search for multiple ranks, making a comparison between candidates can be complex.  For example, when comparing an Assistant Professor to an Associate Professor the playing field should be leveled by examining credentials at comparable career junctures.  It is still generally expected that at least 3 candidates will be invited for campus interviews.    

· In order to make an impartial comparison of all qualified candidates, search committee members should not discuss candidates until after the application review date.  




· Work eligibility should not be a consideration when screening qualified candidates.  With assistance from International Scholars and Students (ISS), HR/EO will review the work eligibility status of all candidates recommended for interview to determine whether they can be approved for interview.   HR/EO will alert the chair of the search committee and the dean of any candidates who would not be eligible to work in the United States and/or candidates for whom there may be a potential visa issue.  Approval for an interview will not be given by HR/EO for anyone identified as not eligible to work in the United States.  For individuals with potential visa or other work authorization issues, ISS staff will review prior to the candidate being cleared for an interview. 


REFERENCES


Information obtained from references can be vital in the candidate evaluation process.  It is recommended that reference checks should be used in every search to provide additional information about candidates that cannot be ascertained from the curriculum vita or interview.  In addition, the information provided by references can help further screen persons who meet the required and/or preferred qualifications or to further screen all top candidates following interviews.  Information can be gathered either through reference letters or by contacting references via telephone.  If letters are requested it is recommended that candidates be notified when letters have not been received.  If utilizing letters of reference, some points to consider might include:

· Is the reference’s relationship to the candidate mentioned?
· Is the quality of the research, publications, and teaching mentioned?
· If applicable, are the duties of the candidate’s current position mentioned?
· Does the reference address the quality of performance of these duties?
· Are interpersonal skills mentioned?  
· Are specific examples of excellence given?
· Is the candidate’s initiative mentioned?
· Does any part of the reference letter raise additional questions regarding the candidate?
· Are there negative or positive aspects that are reiterated in other letters of reference?
The following are guidelines for checking references by telephone and will help search committees avoid any perception 
of unfairness. 
· To reduce the pool to a smaller group for further consideration, it might be helpful to contact references for a larger pool of candidates.  However, at a minimum, contact the references for all interviewees.  

· If contacting individuals other than the references listed, it is recommended that the candidate be notified.  As a candidate may not want their current chair for example to know they are seeking another position, ask the candidate if there is anyone they wish not to be contacted.  Be sure that any additional individuals contacted have direct knowledge of the candidate’s experience and skills.
· When developing a core list of questions, be sure they are related to the duties, responsibilities and/or qualifications of the position.  Additional questions are appropriate to gather information regarding a candidate’s unique qualifications.   See Appendix B for Guidelines for Inquiries that apply to the ENTIRE hiring process.  Document all information provided by references.
· If unsolicited comments from non-references are received they should be disregarded.  If the source of these comments is persistent, consult with HR/EO prior to discussion with the search committee.


· A search committee member who has a close personal or professional relationship with a candidate should not contact the references, formally or informally.
· Whenever possible, references for each candidate should be checked by more than one member of the search committee.  


THE INTERVIEW

Generally campus interviews should be conducted with the top candidates before a hiring decision is made.  For most positions, it is also important to provide the search committee, others in the department, and the University community an opportunity to meet the candidates.  To the extent possible, each candidate should be interviewed in the same environment, under similar conditions, and meet many of the same persons.  Finally, keep in mind that while the interview is a means of evaluating a candidate, the candidate is also assessing the search committee, the department it represents, the University and particularly the overall climate for underrepresented persons.  Therefore, a collaborative effort should be made to recruit the candidates while on campus.

· Generally, it is expected that a minimum of three candidates will be interviewed on campus.  If any approved interviewees decline an interview then the search committee should contact their alternate(s) or seek approval for alternate(s).  

· To ensure consistency, prepare a list of questions to ask all candidates.  However, additional questions are appropriate to gather information regarding a candidate’s unique qualifications.  To avoid unintentional discriminatory statements, initiate discussion only of subjects related directly to the responsibilities and qualifications of the position.  If the candidate initiates a discussion of non-job related issues, it is appropriate to 

respond to those questions.  See Appendix B for Guidelines for Inquiries.  
· Depending upon the circumstances, interviews held at professional conferences or over the telephone 
may be considered.  Consult in advance with the appropriate administrative channels and HR/EO.
· State and federal regulations, as well as University policies and guidelines apply regardless of the setting (i.e. receptions, dinners, conferences, social gatherings).  The Guidelines for Inquiries in Appendix B should also be shared with anyone who might come in contact with the candidates (i.e. staff members, students, greeters etc).
· Once interviews have concluded, a major responsibility is to prepare for deliberation of those candidates.  An Interview Evaluation form completed by each person evaluating candidates might be used as a starting point for that discussion.  For a sample Interview Evaluation see Appendix D.  


INTERVIEW  BIASES  

It is important to recognize that it is human nature to have personal biases.  Biases are not necessarily discriminatory; however being aware of these biases is essential to keeping the search process objective.  
· PERSONAL SIMILARITY: you may attribute characteristics to him/her that may not in fact exist; can assume more influence than fact
· NEGATIVE CONCLUSION: the tendency to focus on a candidate’s weaknesses, while overlooking his/her strengths 
· SNAP JUDGMENTS:  to offset, gather information during the interview and evaluate it afterwards with the search committee. 
· STEREOTYPING:  to offset a tendency to categorize candidates focus on the duties of the position rather than personal traits 
· OVER GENERALIZATION: a tendency to generalize one outstanding feature (or negative feature) of a candidate as representative of success (or failure) in all endeavors. 
· MIND SET:  your background, attitudes, motives, and values 
· OVERSIMPLIFICATION: of either strengths or weaknesses





SELECTION


Individuals often have their own opinion about what education, training, experience, and abilities make one person more qualified than another to succeed in a position.  Thus, discussions play a vital role in reaching consensus as to what qualifications are most valued.  This will assure that all of those involved will evaluate candidates with the same priority in mind.  

When evaluating for final selection, consider each candidate’s qualifications and quality of interview.  Reference information should be weighed against the overall qualifications of the candidate.  Be especially cognizant that we may unintentionally   prefer candidates who share the same ideology, credentials, and experiences.  Our concept of “most qualified” should be broadened beyond our traditional beliefs to include candidates not fitting the conventional mold.




SEARCH WAIVER REQUESTS

All new appointments should be made following a search process that affords equal opportunity to all interested candidates.  Since we are also an affirmative action employer, each search should include affirmative steps to reach underrepresented group members. Thus, direct hires (appointments made without a search) will be approved only in exceptional circumstances and must be accompanied by compelling rationale that documents the reasons for not conducting a search.  The following should clarify some of the circumstances for direct hires.

TARGET OF OPPORTUNITY  

A target of opportunity hire is a strategy for addressing underutilization and achieving diversity and excellence in the university.  Generally, these hires can be made in two instances:

1) To hire a prominent, nationally sought-after scholar in any discipline, 

2) To hire underrepresented group members in areas where they are statistically underutilized.  An example of the use of this search waiver might be to hire a Hispanic scholar who has recently completed his/her Ph.D. or to hire a woman scholar in a discipline that have very few women.  

EMERGENCY 

An unexpected vacancy that needs to be filled immediately and temporarily (usually 6 months or less).  It is expected that a search will be conducted during this time if a permanent position is needed.


DOMESTIC PARTNER ACCOMMODATION   

An employment accommodation for the domestic partner of a person hired through a search.

ACTING/INTERIM 

A limited term appointment until a search can be conducted.

PROMOTION  

An employee who is moved from one appointment to another with increased responsibilities that results in a title change with a pay increase.
REORGANIZATION  

A position reassignment based on the extensive realignment of the administrative structure of a department/unit.  Reorganization often requires a major change in job duties within a department and may result in a title or salary change.  Minor administrative changes to job assignments and workload are not considered departmental reorganizations.

OTHER 

Exceptional circumstances that do not fall into the above categories.

Direct hires will not be approved if it is determined that there is an adequate pool of persons with the skills and abilities to perform the work.  The direct hire process should not be used when the hiring authority has a reasonable time to fill positions through a search.  Temporary positions can serve as opportunities to increase diversity and further our affirmative action efforts; therefore, it is vital that we provide equal opportunity for these positions as well.   



GLOSSARY


Affirmative Action 

Specific result-oriented actions taken by the institution to eliminate the effects of discrimination, increase the number of historically underrepresented persons and increase overall diversity.

Affirmative Action Plan 

A written program required by the government which includes a  statistical analysis of the workforce and applicant pools.  The analysis determines the underutilization of underrepresented group members.  It includes a plan of action for outreach and any other measures or activities to ensure equal employment opportunity and increase the diversity of the workforce.  

Americans with Disabilities Act (ADA) 

Legislation intended to eliminate discrimination against persons with disabilities in employment, public transportation and public business and facilities.  The act covers those persons who are disabled due to an injury or ailment, or a person who is regarded as having an injury or ailment, which substantially limits major life activities.

Applicant 

At the University of Kansas an individual is considered to be an applicant when the following has occurred:  1) The position opening has been posted on the official University of Kansas online employment site, https://jobs.ku.edu; 2) the individual has followed the standard procedures and instructions listed on the online posting for saving and submitting a complete application; 3) the individual has received a confirmation number from the online employment site or has indicated an interest in the particular position for academic position openings (which do not use the online employment site to receive electronic applications); 4) the individual is minimally qualified and 5) the individual has not withdrawn his/her application.

Applicant, Qualified 

Anyone who meets all of the required qualifications.

Applicant, Unqualified  

Anyone who does not meet all of the required qualifications or anyone who does not complete their application; neither can be hired for the position.

Approval for Written Offer 

Form used to generate the written offer.



Availability
Statistical analysis that determines the percentage of underrepresented group members that might reasonably be expected in applicant pools.   The purpose of the analysis is to establish a benchmark against which the demographic composition of University’s workforce may be compared to determine whether barriers to equal employment opportunity may exist.

Clery Act  

Federal regulation requiring disclosure of campus security policies and campus crime statistics to all job candidates and prospective students.

Covered Veteran

See Veteran

Equal Opportunity 
A legal right of all persons to be accorded full and equal consideration on the basis of merit regardless of age, race, color, national origin, disability, religion or sex with regard to all terms and conditions of employment (e.g., hiring, promotion, layoff, demotion, termination, access to training). 

Race and Ethnic Categories
-
Black - African native descent

-
Asian or Pacific Islander - Japanese, Chinese, Korean, Indian Subcontinent or Pacific Islander origin

-
Hispanic - Mexican, Puerto Rican, Cuban, Central or South American origin

-
White (Not Hispanic) - European, North African or Middle Eastern origin

-
American Indian or Alaskan Native

FLSA Designation 

Designation of positions as non-exempt (hourly) or exempt (salaried) positions as specified under the Fair Labor Standards Act.  This designation is made for all university positions by HR/EO.

Funding Source 

The budgetary source (budget fund number) for the position.

Job Groups 

Divisions of the Equal Employment Opportunity Commission’s categories used in reporting for institutions of higher educations.  They consist of job titles grouped according to similarity of wage, content and opportunity.

Limited Term Appointment 

A benefits-eligible appointment that is for a specific period of time.  To be benefits-eligible the appointment must be for more than 999 hours and at least half-time.


Newly Separated Veteran

See Veteran

Other Protected Veteran

See Veteran
PeopleAdmin Online Application System 

An online, web-based system used to post all University of Kansas job openings.  It is also used for processing of online applications and approvals associated with University Support Staff and Unclassified Staff searches and search waiver requests.

Peoplesoft Position Number 

The position number assigned under the PeopleSoft system for human resources information.

Person with Disability (PWD) 

A person whose disability is covered by the Americans with Disabilities Act, and who is able to perform the essential functions of a position with or without reasonable accommodations. 

Qualifications, Required 

Minimum qualifications set by the department/unit that are essential to perform the job.  An applicant that does not meet these qualifications cannot be interviewed nor hired for the position.

Qualifications, Preferred  

These are qualifications that are desirable, but not necessary to perform the job.  An applicant does not need to meet any or all preferred qualifications to be hired for the position.

Recently Separated Veteran

See Veteran

Special Disabled Veteran

See Veteran
Temporary Appointment 

Short-term appointments with a specified end date. Unclassified temporary employees are not eligible for benefits or leave accrual. Appointments cannot be made to such positions for more than one year and must not exceed 999 hours in a calendar year (starting in January.) An unclassified temporary position may be exempt (salaried) or non-exempt (hourly).


Underrepresented Group Member 
Persons who belong to a race and/or ethnic group or other category of persons who have experienced discrimination and are specifically protected by anti-discrimination statutes.  For some disciplines, this may include women.
Underutilization 

Having fewer minorities or women in a particular job group than reasonably would be expected by their availability.

U.S. Employment Eligibility 
Documents that indicate whether an applicant is eligible for employment in the United States. 

Veteran:

Covered Veteran  

See Special Disabled Veteran, Newly Separated Veteran, Other Protected Veteran and Vietnam Era Veteran.

Newly and/or Recently Separated Veteran
A veteran who served on active duty in the U.S. military, ground, naval or air service during the one-year period beginning on the date of such veteran’s discharge or release from active duty.

Other Protected Veteran 
Any other veteran who served on active duty in the U.S. military, ground, naval, or air service during a war or in a campaign or expedition for which a campaign badge has been authorized, other than special disabled veterans or veterans of the Vietnam era.  For updates visit:   http://www.opm.gov/veterans/html/vgmedal2.asp.
Special Disabled Veteran 

A veteran entitled to disability compensation (or who, but for the receipt of military retired pay, would be entitled to compensation) under laws administered by the Veterans Administration for disability rated at 30 percent or more, or rated at 10 or 20 percent in the case of a veteran who has been determined by the Department of Veterans Affairs to have a serious employment handicap.  The term also refers to a person who was discharged or released from active duty because of a service-connected disability.  
Veteran 

Any person who served in the active military, naval, or air service, and who was discharged or released there from under conditions other than dishonorable. 



Vietnam-Era Veteran 

A veteran who served on active military duty for a period of more than 180 days, and was released or discharged there from with other than a dishonorable discharge, if any part of such active duty occurred 1) in the Republic of Vietnam between February 28, 1961, and May 7, 1975 or 2) between August 5, 1964, and May 7, 1975, in all other cases.  The term also refers to a person who was discharged or released from active duty for a service-connected disability if any part of such active duty was performed in the Republic of Vietnam between February 28, 1961, and May 7, 1975, or between August 5, 1964, and May 7, 1975, in all other cases. 

Vietnam-Era Veteran

See Veteran


TYPICAL DUTIES OF THE SEARCH COMMITTEE CHAIRPERSON


1. Obtain search training if not received within the last two years

2. Ascertain from the hiring authority the search committee’s charge 

3. Schedule and chair meetings

4. Ensure that the recruitment process moves forward in a timely manner

5. Keep the department chair informed about the progress of the recruitment

6. Ensure that all individuals involved in the recruitment process follow University policies and procedures, along with school/college guidelines and departmental bylaws.

7. Examine the department’s underutilization data for underrepresented group members.  If underutilization exists, develop outreach efforts to target underrepresented group members

8. Provide a copy of the Faculty Search guidelines to the search committee

9. Ensure confidentiality is maintained as appropriate

10. Ensure that the search committee understands conflict of interest issues

11. Ensure consistency throughout the process as appropriate

12. Assure that notes are taken of all search committee meetings 

13. Provide a copy of “Guidelines for Inquiries” to all faculty, staff and students involved in the recruitment process

14. Collect for file all documentation including screening instruments, interview evaluations and correspondence

15. Assign or delegate the following responsibilities to individual search committee members or the search committee as a whole or assign some of the duties to support staff:

RECRUITMENT











· develop the duties, required and preferred qualifications for the position description

· draft the position description and position announcement

· draft an ad copy

· develop a list of places to advertise 

· select resources to reach underrepresented group members and females

· develop a list of institutions to which recruitment letters can be sent

· send letters soliciting nominations or inviting nominees to apply, when appropriate

· develop all written communications (i.e. recruitment letters, receipt of application letter, interviewee letters, letters for unsuccessful candidates)

· develop the objective screening instrument (prioritize criteria)



SCREENING











· respond promptly to all applicants upon receipt of materials; include the link to the faculty work eligibility form

· if application materials are incomplete, notify applicants

· contact HR/EO who will provide the overall composition of your pool, along with national availability data for persons of color and women in your discipline

· distribute cover letters, curriculum vitae and screening instruments to search committee members

· review applicants to determine if they meet all of the required qualifications; notify those who don’t of their status after the Pre-Interview Summary has been approved

· screen the minimally qualified applicants by completing a screening instrument

· develop a list of questions for references, when appropriate

· make telephone calls to references, when appropriate

· participate in a discussion of the minimally qualified candidates; document reasons for recommendations 

INTERVIEWS











· develop consistent interview schedules, including lunches and dinners

· arrange travel and hotel accommodations

· send itinerary to candidates in advance

· invite faculty/students to lunches/dinners, presentations, etc.

· schedule colloquiums and meetings with students

· develop a list of interview questions

· develop an interview evaluation form, when appropriate, and distribute

· conduct on-campus interviews

· collect notes/comments from faculty/students/staff

· if position is for a tenured position

i. schedule a meeting with the Graduate School

ii. schedule a meeting with the Provost’s Office

SELECTION











· discuss final candidates and make recommendations for hire

· send letters to unsuccessful candidates

· maintain records for five years



 GUIDELINES FOR INQUIRIES

Any inquiry that elicits information which is not needed to consider an applicant for employment should be avoided, even though not specifically listed below.

	SUBJECT
	PERMISSIBLE   INQUIRIES
	INQUIRIES TO AVOID

	ADDRESS 
	Although some inquiries might be permissible, this information has no relevance on the applicants’ ability to perform the job.
	Inquiry about any address that would indicate national origin; about names or relationship of persons with whom applicant resides; or 

whether the applicant owns or rents a home.

	AGE
	NONE
	Inquiries about age or requests for birth certificate

	CITIZENSHIP AND BIRTHPLACE
	Although some extremely limited inquiries might be permissible, unnecessary since work eligibility information is provided on the Faculty and Faculty Equivalent Applicant Data Form and screened by HR/EO. 
	Any inquiry that would indicate the birthplace or citizenship of the applicant or any of the applicant’s relatives.  Requirement that applicant provide birth certificate or naturalization papers or work eligibility prior to offer of employment.

	CONVICTIONS
	Inquiry into actual convictions that relate reasonably to fitness to perform a particular job.  A conviction is a court ruling where the party has been found guilty.  
	Any inquiry relating to arrest which is the apprehension or detention of a person for an alleged crime.  Asking or checking into a person’s arrest, court, or conviction record if it does not relate to the functions/responsibilities of the job.  

	DISABILITIES
	Inquiry into whether the applicant is able to perform the essential functions of the position with or without reasonable accommodation.
	Inquiries that solicit information about a disability or association with a person with a disability.

	EDUCATION
	Inquiry about academic, vocational, or professional schools attended.  Inquiry into language skills if applicable to job duties.
	Inquiry about the nationality, racial, or religious composition of a school the applicant has attended.

	MARITAL AND FAMILY STATUS
	Inquiry about an applicant’s ability to meet the job requirements.  Ask both genders.  
	Inquiry that indicates applicant’s marital status, number and age of children, or pregnancy. 

	MILITARY
	Inquiry about type of education and experience in service as it relates to a particular job.
	Inquiry about the type of discharge or registration status.

	NATIONAL ORIGIN
	Inquiry about languages applicant reads, speaks, or writes; only if applicable to job duties.
	Inquiry about applicant’s lineage, ancestry, national origin, descent, birthplace, or native language; national origin of applicant’s parents or spouse.

	ORGANIZATIONS
	Inquiry about professional organizations related to the position.
	Inquiry about organizations that suggests race, sex, religion, national origin, disability or sexual orientation.

	RACE, ETHNICITY OR COLOR
	NONE
	Inquiries that might indicate race, ethnicity or color.

	REFERENCES
	Names of persons willing to provide professional references for applicants. 
	Requirement that a reference be supplied by a particular individual.

	RELIGION 
	Whether applicant can meet specified work schedules and/or will be able to travel.
	Any inquiry that would disclose religious practices or customs

	SEXUAL ORIENTATION
	NONE
	Inquiry that would require disclosure of sexual orientation.




SAMPLE SCREENING INSTRUMENT




Name of Candidate 


	Yes
	No
	Required Qualifications
	1
	2
	3
	4
	5
	Comments

	
	
	A Ph.D. or D.B.A. in international business or a business discipline (e.g., strategy, marketing, economics, organizational behavior, finance, accounting, etc.) or closely related field
	
	
	
	
	
	

	
	
	A demonstrated record of high quality teaching in international business as evidenced by teaching evaluations.
	
	
	
	
	
	

	
	
	Evidence of strong potential for research and scholarship in international business for the appointment at the rank of Assistant Professor, or a proven record of research and scholarship in international business, for the appointment at the level of Associate or Full Professor.
	
	
	
	
	
	

	
	
	LETTERS of RECOMMENDATION
	
	
	
	
	
	

	
	
	WRITING SAMPLE
	
	
	
	
	
	


Total Points: 


	Yes
	No
	Preferred Qualifications
	Weight
	1
	2
	3
	4
	5
	Comments

	
	
	Strong research and teaching records focusing on China
	
	
	
	
	
	
	

	
	
	Fluency in a language or languages relevant to teaching and research focus
	
	
	
	
	
	
	

	
	
	Flexibility in teaching and a desire to engage in interdisciplinary research with colleagues in other areas
	
	
	
	
	
	
	

	
	
	Experience in obtaining and implementing grants, particularly in international business
	
	
	
	
	
	
	

	
	
	Experience working with a diverse population.
	
	
	
	
	
	
	


Scale:








Total Points : 



1-Poor        2-Less than Satisfactory
    3-Satisfactory
     4-Impressive             5-Very Impressive

Additional Comments:














Total Points : 
_______




INTERVIEW EVALUATION OF PROSPECTIVE FACULTY

Candidate _____________________________________________Interview Date__________________
Individual Completing Form _______________________________Position Interviewed for____________

1. The candidate has appropriate training and interest in teaching courses related to the vacancy.

	Strongly Agree
	Somewhat Agree
	Somewhat Disagree
	Strongly Disagree
	
	No basis for answering


2. The candidate possesses strong teaching skills and is likely to be successful in our Department.

	Strongly Agree
	Somewhat Agree
	Somewhat Disagree
	Strongly Disagree
	
	No basis for answering


3. The candidate has a well thought out and planned research agenda. 

	Strongly Agree
	Somewhat Agree
	Somewhat Disagree
	Strongly Disagree
	
	No basis for answering


4. The candidate’s research area is consistent with the department’s needs.

	Strongly Agree
	Somewhat Agree
	Somewhat Disagree
	Strongly Disagree
	
	No basis for answering


5. The candidate has demonstrated willingness to contribute through service.

	Strongly Agree
	Somewhat Agree
	Somewhat Disagree
	Strongly Disagree
	
	No basis for answering


6. The candidate possesses attributes that will promote positive collegial interaction.  Examples are:

a. Teamwork oriented

b. Flexible

c. Understands diverse learning styles

d. Supports diversity

e. Welcomes innovation, creativity, new perspectives

	Strongly Agree
	Somewhat Agree
	Somewhat Disagree
	Strongly Disagree
	
	No basis for answering




7.
Briefly list the candidate’s strengths as related to the position description.

8. Briefly list the candidate’s weaknesses as related to the position description.

9. This candidate is an 

	Excellent Candidate
	Good Candidate
	Unacceptable Candidate


10. What is the basis for your evaluation:
____
Curriculum vita

____
Cover letter

____
References

____
Telephone Interview

____
Campus Interview

____
Research Presentation

____
Teaching Presentation

____
Social Event

____
Contact with persons knowledgeable of the candidate



Photographs courtesy of KU University Relations
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