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Objectives 

Recruiting faculty is one of the most critical activities performed at a university.  It is, however, is a complex process with multiple objectives.  The faculty hired through this process should be:

· The best qualified faculty in the area where expertise is required

· Instructors who will excel in the classroom and will achieve success with UH-Hilo’s students

· Scholars who are committed to a life long program of discovery and sharing of knowledge

· Committed to the full range of faculty responsibilities including advising and service

· Reflective of the diversity of the populations that the university serves

Initial Planning

Recruiting a new faculty or staff member is not only an important activity, but it is costly and time-consuming.  Hiring is often scrutinized and thus adherence to procedures and equitable treatment of applicants is of great importance. The purpose of this guide is to provide a step-by-step listing of procedures that will assist in performing effective and timely searches while ensuring equitable treatment and promoting the diversity of the faculty.

Establishing the Need to Hire

During the beginning of the fall of every year, Departments and Divisions requesting the filling of vacancies or the addition of positions should forward their requests to the appropriate Dean/Director using the Position Request Form that conveys the justification for the position and performance indicators for that academic unit.  The Dean or Director of each academic unit will review the current faculty staffing using requests from Departments and Divisions and:

· Program Change Requests approved by the State Legislature/Board of Regents

· Vacancies in Legislatively authorized positions

· Performance measures

· Likely funding levels

· Program reviews

· Strategic plans of the System, University, and College, 

· The unit’s long-range staffing plan

This review will produce a one-year faculty staffing action plan which will detail those positions to be filled during the next year, the qualifications required for hiring (field of training, degree, etc.), faculty rank, and projected salary level.
The annual staffing plan will be presented to the Vice Chancellors for Academic Affairs and Administrative Affairs to ensure consistency with available resources and consistency with the UHH Strategic Plan.  The plan will include projections of likely salary levels, and budgets for advertising, interviewing expenses, and moving expenses.  

The Vice Chancellor for Academic Affairs will integrate and negotiate the individual unit plans to produce a University wide action plan for the upcoming academic year.  

Approval to Conduct Search and Initiation of the Search

The VCAA’s action plan provides authorization to the deans and directors to begin the search process.  While the optimal timing of a search varies with academic disciplines, meeting schedules, etc., it is important that each search be conducted in a timely manner.  A target date for visitation by candidates for each position is to be established by the dean or director at the time the search committee is appointed.  
Preparing for the Search

Creating a Position Description

An essential document in the hiring process is the Position Description.  It provides potential candidates with both general and specific information about the position.  Additionally it provides the search committee with guidelines for screening and selecting candidates and contains material that Human Resources uses to create advertising copy.  The following information should be provided in the position description:

· Title of the position to be filled

· Position number

· Rank(s) at which hiring is to be done (including pay range such as I-3)

· Statement reserving the right to hire at other ranks if qualifications warrant this (optional)

· Source of funding (general funds, federal grant funds and agency, etc.)

· Provision for tenure or statement of non-tenurability

· Starting date and duty period (nine or eleven months, half-year hire, etc.)

· A minimum salary, a salary range for the rank(s), or a statement that the salary is competitive can be used. (select one of three options)

· Duties

· Teaching responsibilities 

· Research expectations

· Service commitment

· Minimum qualifications

· Degree(s) required

· Acceptable fields of study

· Special qualifications for this position

· Desirable qualifications

· Areas of study or abilities that are sought but not required 

· Depending on the position, some departments may wish to include desirable qualifications related to diversity, educational technology, and learning outcomes assessment

· Application procedures and address

· What needs to be submitted?

· Letter of application

· Curriculum vitae

· Letters of reference or e-mail addresses of referees

· In what form should it be sent?

· To who and by when shall it be sent?

· Closing date or date of first review for continuous reviews (two options)

If a relatively high number of applications is expected, a firm deadline, based on postmark or on date of receipt, should be established and applications received after that deadline will not be considered.  Alternatively, a date for the beginning of reviews after which new applications will be considered, such as, “For fullest consideration, applications should be received by (date),” or “Continuous review of applications will begin on (date).”  

It is also necessary to determine whether letters of recommendation are to be sent at this time or later in the process after the first screening of candidates.  Requiring letters up front will reduce the wait time for references to respond but will require that letters be written for candidates who will not receive serious consideration.

Example position description. 
 Template for position description.
The responsibility for preparation of the position description lies with the head of the organization filing the position – usually a dean although the responsibility is often delegated to the Search Committee Chair.  Consultation with the hiring department is necessary to establish duties, minimum and desirable qualifications, and the closing date.

Appointing a Search Committee

Search committees and search committee chairs are appointed by the dean or director of the unit responsible for the position (Appointment letter).  The Department/Division chair will recommend members to the Dean/Director.  In the case of a position being split between units, the heads of all participating units will jointly appoint the committee. 

Committee members must understand their role, responsibilities, obligations and liabilities. There must be a clear understanding of the form of the search’s findings, i.e., to rank the applicants or assess strengths and weaknesses, etc.

In the event of an impasse between the Dean and Search Committee, a new search should be initiated.

Personnel involved in the recruitment process have the responsibility to ensure that all applicants are treated fairly and equitably in accordance with equal opportunity/affirmative action requirements.  Concerns and questions regarding this process should be directed to the Director of EEO/AA.

Composition of the Search Committee

The committee should be balanced in terms of both gender and ethnicity, to the extent practicable. 

The search committee chair should normally be a senior member of the hiring department who is experienced in conducting searches.

The committee will normally consist of three or more members of the hiring department and one outside member from a related field or affected field.  For example, if a mathematician is being sought to teach classes to students who are preparing for teaching credentials, a member of the Education Department should be appointed to that search committee.

A recorder should be selected from amongst the committee members. Factual notes of the meetings may be kept to ensure proper documentation of the process used and the agreements and assessments reached.  The chair may serve in this capacity if desired.

In addition, one member of the search committee should be selected to serve as the "affirmative action advocate," responsible for evaluating all steps of the search process in terms of the goals and principles of affirmative action, including ensuring that the search/interview committee does not inadvertently engage in discriminatory practices.  This member will maintain a liaison with the Director of EEO/AA who will provide guidance in fulfilling this role.

Getting Started

An orientation to the concepts of EEO/AA, including the identification of the underutilized groups, will be provided to the Search Committee Chair.  This will normally be accomplished at an EEO/AA seminar given early in the fall semester once the VCAA has constructed the hiring plan.  Procedures for reviewing and rating will candidates will be discussed.  A sample listing of legal/illegal questions should be shared with the committee, as well as information on the consideration required of applicants with disabilities, veterans with disabilities, and veterans of the Vietnam Era.  Before applications are reviewed, the committee should plan how applicants are to be evaluated including:

· Rules for inclusion and exclusion of candidates based on the completeness of the file

· Guidelines for interpreting minimum and desirable qualifications

· An evaluation system such as

· categories

· ranked list 

· strengths and weaknesses

· numerical scores

· other methods

· A form to be used by the committee members in making evaluations

· A plan for screening and then evaluating candidates

Recruiting for a position that can be filled at multiple ranks presents special difficulties.  It is not always wise to compare applicants applying at different ranks on the basis of their total accomplishments as a more senior person has had more time to accumulate a record.  Moreover, it may be in the interest of the University to hire at a lower rank.  It is recommended that the search committee categorize applicants as to the rank they are applying for or are qualified for and evaluate the candidates separately within each category.  The committee can then recommend the best qualified candidate at each rank and make an overall recommendation to the Dean.  The Dean will then make a choice as to which of the highest ranked candidate(s) to invite to campus based on the recommendations of the Search Committee and the needs of the University.

· The committee should also develop a plan for interviewing candidates.  This plan should have:

· Target dates for various stages of the interviewing process.  The agreed upon dates should be penciled into a copy of the EEO/AA hiring procedure form.  

· Interviews at academic meetings

· A consistent set of telephone interview questions to be applied to all candidates

· An on campus interview schedule to be applied to all candidates including local and on-campus candidates

The Committee Members must acknowledge the need for confidentiality in the search process.  The discussions, ratings, and even who has applied for the position and who has written letters of recommendation are confidential.  When local or internal candidates are involved in the search, there is a tendency for persons outside of the search committee to make inquiries about the search, its progress, etc. for the benefit of a candidate. Such requests cannot be complied with.  All members of the search committee need to acknowledge the need for confidentiality by signing the confidentiality agreement and forwarding the original to HR and a copy to the Director EEO/AA. An additional copy of the confidentiality form should be retained by the search committee chair for inclusion in the search file.  

The search committee should become familiar with the documentation that must be assembled before a formal offer can be made.  (See "Evaluating the Candidate" for more information.)

Developing an Adequate Candidate Pool

Advertising 

Getting the word out about a position in a timely, accurate, and focused manner is essential to attracting applicants.  The appearance of the advertisements should occur so that there is sufficient time for application and for word-of-mouth communication to occur.  Usually a period of sixty to ninety days will work well.  A well drafted Position Description provides the basis for creating advertising copy.  Advertisements, however, are written to conform to the specifications of the publication and are targeted at specific groups.  An advertisement should contain all the information in the Position Description when possible.  There may be instances, however, where the ad must be shorter or a full description would be too costly.  At a minimum, an ad must contain:

· Title and position number

· Minimum qualifications

· Application requirements

· Application address

· Closing date, date of first review, or immediate continuous review statement

· UHH EEO/AA statement

Focusing the advertising is a key to attracting good applicants – and focused advertising is more cost effective except when many ads are “bundled” together.  How many of us read the Chronicle of Higher Education regularly?  The fact is, it is much better to reach candidates through publications or internet sites that qualified candidates are likely to frequent as part of their professional work.  Placement directories run by professional organizations are an excellent place for notices to be posted.  Newsletters or publications of professional societies also will reach the intended targets.  The University now has a relationship with HigherEdJobs.com and announcements can be posted there without additional cost through the Human Resources Office.  Ads in a statewide newspaper are required for positions filled with a local search (temporary positions) and are optional for national searches.  Placement of statewide ads is done by HR with the ads appearing at http://workatuh.hawaii.edu/ and in the Honolulu Star Bulletin. 

Interviews at the meetings of professional organizations are a very effective way of recruiting.  Face to face exchanges help promote our campus as well as letting us learn about the applicants.  A department that is planning a hire should make every attempt to have a faculty representative at least one appropriate major academic meeting.  Getting the funding for a trip to such a meeting may take advanced planning.  To ensure that the Research Council will support the trip, a faculty member should submit a paper for presentation at the meeting.  Because of limited travel funds at UHH, it is unlikely that internal funding for a recruiting trip will be available.

Enhancing and  Broadening the Applicant Pool

Personal networking is especially important for recruiting women and minority candidates.  One or two members of the search committee should take responsibility for reaching people who can recommend such candidates, such as directors of graduate programs and heads of associations of minority scholars within the discipline.

Send letters soliciting applications to qualified candidates listed in the Minority and Women Doctoral Directory, Center for Institutional Cooperation and National Minority Faculty Identification.
The EEO/AA Office will place announcements in outlets to notify protected groups of the position.
HR places announcements on the Work@UH, UH Hilo and HigherEdJobs.com web sites.
Dealing with a Small Applicant Pool

In some disciplines the number of applicants can be overwhelming while in other disciplines there may be only a trickle of applicants.  In the event that the applicant pool is too small the Dean/Director, in consultation with the Search Committee, may elect to re-advertise and extend the search, close the search, or go ahead with the interview process with the available candidates.

Responding to Applications

The current practice is that applicants will be directed to submit paper and electronic applications directly to the Search Committee Chair.  When a complete application is received, the Search Chair will send the candidate an e-mail or postal letter of acknowledgement which states that the file is complete and asks the candidate to complete the EEO/AA Survey on the internet.  Completion is voluntary and will have no bearing on the status or evaluation of the candidate.  

Two weeks before the beginning of initial reviews, send each candidate with an incomplete file, an e-mail or postal letter of notification concerning missing items in the application.   At this time, letters of reference may or may not have been requested.  If they have not been requested, this is a good time to request letters for all candidates who have not been screened for failure to satisfy Minimum Qualifications.

First Screening

A Search Committee may elect to use a sequential screening process.  The initial screening of the applicant pool is designed to eliminate applicants who do not meet the minimum qualifications and, in the event of a very large candidate pool, reduce to a workable size the number of applicants who will be given serious consideration.  The first screening may be done just after the closing date or date of first review or it can take place during the application period – screening applications as they arrive.  Letters of reference should be requested from references named by the surviving applicants, if letters were not required with the application.  The committee may decide, however, to combine the first screening with the second screening.  This makes sense when the expected number of applicants is not large.

Dealing with Incomplete Files and Late Applications

A candidate’s file is incomplete if there is not enough evidence for the committee to make an assured judgment about the candidate or if required items are missing.  There is some discretion here.  A candidate with a file that is complete save for a single missing recommendation might, for example, be considered by the committee while a candidate with no recommendations might not be considered.  However, before an interview can be scheduled or an offer made, the file must be complete.

Prior to the onset of the first review cycle, the search committee should establish a procedure for dealing with files that are completed late or applications that are received late.  The general principle to be applied is that milestones are established for reviews and files not sufficiently complete cannot be considered until the next milestone is passed.  For example, milestones on the 15th of February and the 15th of April might result in:

· February 15th -- The first review of all nominally complete files begins

· March 1st -- Telephone interviews of the first batch of qualified applicants are made

· March 15th -- Campus visit invitation(s) is(are) extended

· April 1st  -- Campus visit(s) is(are) unsuccessful

· April 15th  -- All completed files, previously unevaluated, are now evaluated and additional telephone interviews are scheduled if needed.

Narrowing the Pool and Selecting a Candidate

Second Screening 

Applicants meeting the minimum qualifications with complete files (who have survived the first screening if it was conducted) must be evaluated.  Each member of the search committee completes a qualifications rating form. Both minimum and desirable qualifications are evaluated for candidates with completed files. This ensures that applicants are evaluated only on the basis of stated qualifications (minimum and desirable) for the position.  These forms do not need to rank qualifications on a numerical scale, but if they do, they also should contain space for comments and questions.  The committee will then use the evaluations categorize and rank those candidates in the highest category.  A summary record of the evaluations will be required prior making an offer to any candidate.

Employment Nondiscrimination Requirements

The Americans With Disabilities Act prohibits discrimination in all employment practices (i.e., job application procedures, firing, advancement, compensation, training, and other terms, conditions, and privileges of employment).   As such, an employer should select the most qualified applicant based on the criteria set for the position, and not necessarily based on disability.  An employer may not ask or require a job applicant to take a medical examination prior to making a job offer.  This extends to the employer making a pre-employment inquiry about a disability or the nature or severity of a disability. An employer may ask questions about the applicant’s ability to perform specific job functions and may, with certain limitations, ask an individual with a disability to describe or demonstrate how s/he would perform these functions.  A pre-employment inquiry is allowable under those regulations that apply to veterans and veterans of the Vietnam era.  In such instances, pre-employment inquiries about disabilities may be critical to identify applicants with disabilities in order to provide the appropriate reasonable accommodation for employment related needs.  

A reasonable accommodation is any modification or adjustment to a job, or the work environment, that enables a qualified applicant or employee with a disability to participate in the application process, or to perform essential job functions of the position.

If an applicant, or employee, has expressed a need for a reasonable accommodation, discussions between the applicant/employee and the employer should occur immediately to address this concern. The University of Hawaii at Hilo operates under the Reasonable Accommodation Process set by State of Hawaii.   More information about the process can be obtained at the following URL located on the University Disability Services web site: http://www.uhh.hawaii.edu/studentaffairds/uds/udsfiles/50_accom_process.pdf.  The UDS Director is available for personalized consultations regarding employee with disability matters. 
Telephone Interviews

Because of the travel distance and cost to visit Hawaii, UHH employs telephone interviews as a method of reducing the number of candidate visits that must be funded.  When the number of qualified candidates is not too large, say a dozen or less, it is possible to interview all candidates by phone.  When there are more candidates, the time required to conduct the interviews becomes prohibitive and of the best qualified candidates should be phone interviewed and these candidates should be selected on the basis of the rankings produced in the screening process.

Interviews are structured by using a series of questions applied with consistency to all candidates.  Of course, conversation and the asking of questions by the candidate will take a somewhat different course in each interview. The important point is that each candidate is evaluated on his/her responses to the same set of questions.  A typical set of telephone interview questions might number six to ten as the interviews are normally completed within one-half hour.  Forms with the questions and places for evaluation of the responses should be provided to each of the interviewing committee members (telephone questionnaire example).  Care should be taken in crafting the questions to:

· cover all essential areas

· ask questions where meaningful evaluation relative to the stated qualifications is likely

· avoid redundancy

· avoid questions of personal nature 

Examples of types of questions that cannot be asked and those that can be asked are included in the appendix.  

Prior to a telephone interview, it is wise to send the applicant information on the membership of the search committee, the time allotted for the interview, and the number of questions that will be asked.  This avoids using interview time for introductions and will help the applicant pace their answers to fit the allotted time.  Do, not however, divulge the questions that will be asked.

Sometimes there is information of a personal nature that cannot be asked about but would be of benefit to both the candidate and the campus if that information were shared.  A candidate, for example, may have a spouse or domestic partner who would need to find employment in order for the candidate to accept the position.  While the search committee cannot ask about marital status or partners, the committee can suggest to the candidate that it would be open to inquiries about family or other personal matters such as schools or spousal employment if the candidate wished to discuss these matters.  Many searches have failed at the end because this type of information was not forthcoming.

Campus Visits

Invitation to Visit the Campus

When the telephone interviewing of candidates is complete, the committee will meet and create a ranking of the interviewed candidates.  The Search Committee Chair will discuss the findings of the committee with the Dean/Director and a plan for on campus interviews will be developed.  The funding for travel to interview is normally provided by the College or School (Division in CAS) making the hire.

Employment Nondiscrimination Requirements

It is generally the responsibility of the applicant, or employee with a disability, to inform the employer that an accommodation is needed to participate in the application process.  The employer as the hiring authority is then obligated to make an accommodation only to the known limitations of an otherwise qualified individual with a disability. The inquiry at this point can be a clarification of the logistics for the interview and room arrangements.  If the applicant requires a room modification (e.g., change of venue to have equal access to the interview), the employer is required to make such arrangements to allow the opportunity for the applicant to fully participate in the interview process.  

Prior to the On-Campus Interview

Several actions are needed prior to the campus interview.  A copy of “Instructions for Visitors” should be e-mailed  to the candidate with a request to acknowledge receipt.  These instructions details those expenses that UHH is responsible for and those that it is not responsible for and specifies the documentation necessary to make a claim.  These instructions mitigate the possibility of the candidate not receiving reimbursement for certain expenses.

The candidate will be reimbursed for reasonable taxi transportation cost to airport from home and from airport to home; coach/economy airfare, provided with a hotel room and reimbursed at our per diem rate for meals, where appropriate.  A car will not be provided.  The hiring departments’ faculty are responsible for hosting the candidate and providing transportation.  Travel reimbursement should be filed within seven business days after leaving campus.

The UH EEO/AA Form 17 is to be completed.  This form may be found at www.uhh.hawaii.edu/~eeoaa/search_materials.html .  The form may be completed interactively and a printed copy should be made.

At this point in the hiring process the following documents must be available on the secure web site

· UH Form 17
· Candidate’s Curriculum Vitae

· Position description
On Campus Interviews

The protocol for interviews developed by the Dean/Director and the Chair of the Search Committee may result in a sequence of interviews where a decision is made on each candidate before the next candidate is interviewed.  Alternatively, several candidates may be interviewed and a decision made after all interviews are completed.  A lack of funds for recruiting combined with the expense of interviewing in Hawaii has led, in the past, to sequential evaluation being used most often.  When there are local candidates, simultaneous interviews are preferred as the additional expense is minimal.  Simultaneous interviewing, while sometimes more expensive, has the advantages of being less time consuming and providing more information at the time a decision is made.

On campus interviews are the most informative, and the most costly step in the interviewing process.  The goal of the on-campus interview is to assess the candidates teaching and research skills and publication record, their community service and collegiality, and the likelihood that they will be successful at UHH.  The following is a list of activities that are normally engaged in during an on campus interview.  Those activities marked with an asterisk (*) should be part of every on campus interview.

· Pickup at airport (if not local candidate)* 

· Presentation of creative/discovery work open to all University Faculty and Staff*
· Teaching of a class

· Interviews with:

· Search and screen committee*

· Departmental faculty*

· Division chair

· Dean/Director* 

· Vice-Chancellor for Academic Affairs

· Campus tour*

· Tour of Hilo

Additionally, candidates may wish to visit schools, have a housing tour with realtor, or otherwise engage in other specific activities during their visit.

A campus itinerary will be created for each candidate and distributed with a copy of the candidate’s CV by to all faculty of the hiring unit at least two days prior to the visit.  

Additional Reference Checks after the Interview

Committees may wish to conduct blind reference checks (additional references not listed on the application) at this point.  Before doing so, committees MUST obtain general permission from the candidate (without specifying who will be contacted).  It is further recommended that two committee members be present (for example, using a conference call) when blind references are contacted 

Evaluation of the Candidate

The Chair of the Search Committee may distribute an on-campus interview evaluation form to all department members and search committee members.  The evaluation forms provide a basis for the Search Committee to make a recommendation to the Dean/Director.  This recommendation may be to hire, not hire, or continue interviewing before making an offer.  The Chair of the Search Committee, or the entire search committee when so requested, will meet with the Dean/Director and present the findings of the Search Committee.  In the event of an impasse between the Dean/Director and the Search Committee, a new search should be initiated.

If an applicant is selected and an offer is to be made, the Search Committee Chair will assemble a packet of material containing:
· The position description (What is needed by the BOR is a copy of the tear sheet of the ad placed. HR will provide this to the search committee chair.) 

· A copy of the signed confidentiality agreement (HR gets the original after the first search committee meeting; EEO/AA gets a copy; and a copy stays in the search file.)

· A copy of the resume of the selectee
· EEO/AA Hiring procedure Form signed by search committee chair (see appendix or and http://www.uhh.hawaii.edu/~eeoaa/facultyprocedures.doc). Item 13 should be left blank.

· A summary evaluation matrix showing the average evaluations of the minimum and desired qualifications made by the committee for each candidate. The second page of BOR Form 17 is recommended for this purpose. (Each candidate's individual search file will have all individual search committee members evaluation matrix.)
· A completed System Form 17 (see appendix or http://www.hawaii.edu/ohr/docs/forms)

Additional instructions for filling out form 17 

· For question 6, the Committee Chair does NOT complete the gender or ethnic/racial demographic information. The EEO/AA Office will complete this information at a later time. 

· For question 7, the EEO/AA Director will provide the Chair with underutilization data (usually at the initial search committee meeting). The EEO/AA Director will inform the search committee chair if the pool is not adequate. If, a person from an underutilized group is selected then the EEO/AA status is improved and the EEO/AA Director will add demographic information on the specific improvement achieved. Where the status is not improved, the EEO/AA Director will propose a future recruitment strategy to attempt to improve the situation.

· In the case of CAS, the "reviewing official" is the Division Chair.  In all other cases, the "reviewing official" may be a Director, Dean, or Vice Chancellor (e.g., CBE, CAFNRM, CHL, Library, and Student Services). Where a Director, Dean, or Vice Chancellor has signed as a reviewing official on the first line, the Vice Chancellor for Academic Affairs has traditionally signed on the third line. (This would be the case for the COBE, CAFNRM, CHL, and the Library.) In the case of student services, the EEO/AA Office recommends that a director of student affairs department (e.g., admissions, financial aid, etc.) serve as the reviewing official (which means this director can not be a member of the search committee) and the VCSS be the third and final signature.

The Search Committee Chair will present the packet to the Division Chair or Director for approval as the supervising authority.  The Chair will then bring the packet to the EEO/AA Director who will approve the search or ask for revision. If the EEO/AA Director is not in his/her office, the confidential packet may be left with the Secretary to the Executive Assistant to the Chancellor (Susan Rezentes' in ADM 120 in the Chancellor's Office). Once signature of the EEO/AA Director has been obtained, the Chair brings the packet to the Dean/Director. 

The Dean/Director determines the specifics of the offer (see appendix for template),  prepares and signs the offer letter, and sends copies to the VCAA and Human Resources.  The letter will contain the following components 

· Title, rank, step, salary, contract start day, duty period, position number.

· Statement of duties

· Period of payment (1/24 of the contract amount twice monthly) or prorated pay for faculty starting in January

· Legal and immigration requirement

· Reimbursement of moving expenses

· Start-up commitment (if any)

· Period and method for response to offer

An example offer letter 

Limits of Authority of the Dean or Director

Early in the search process, all Deans/Directors involved in approved searches will meet with the Vice Chancellor for Academic Affairs, the Director of Human Resources, and the EEO/AA Director.  The purpose of this meeting is to 1) establish the elements that must be present in an offer letter and clarify legal requirements, 2) ensure uniformity between units, and 3) establish the limits within which Deans/Directors must operate (such fiscal constraints on salaries and moving expenses).  Additional meetings of this group may be called as appropriate.  

In the event that the selectee declines the offer, the Dean/Director will consult with the search committee regarding the next step.

Closing the Search

Once a successful search has been completed, or no acceptable candidate is found, the search must be closed.  The Search Committee Chair must write or e-mail all candidates who have applied that the search has been terminated.  If the search was terminated without a hire because the pool of minimally qualified candidates has been exhausted, the letter may indicate this outcome.  The folders for all candidates, whether electronic or paper will be retained for three years or longer by the Search Committee Chair.  If the Chair does not have space for storage, the documents can be archived with the Library.  It is important that the search documentation can be located in the event that a complaint is filed by a candidate.  The Director EEO/AA and the Dean/Director will be informed by e-mail that the search is officially concluded when all candidates have been notified and the records are archived.  

If the search is cancelled, BOR Form 17 is completed in applicable areas on page 1 and 2 (note that item 1 can not be completed because there is no selectee) and submitted to the reviewing official, EEO/AA, and Dean/VC prior to turning it in to HR. This provides notification to HR that the search may be extended or reopened in the near future.


Frequently Asked Questions

How should candidate inquiries about their status be handled? 

Prior to the selection of candidates(s) to interview, those meeting the minimum qualifications should be told that their applications are still under consideration.  When the selection of candidates to be interviewed has been made, other candidates may be told that they were not included in the first group of candidates to be interviewed.

What do we do if a candidate is qualified for a higher rank than advertised? 

The candidate must be considered only for the rank(s) in the position description unless the position description contains a statement reserving for the University the right to hire at a rank other than those advertised.  At the discretion of the VCAA, the offer letter may include a statement about the date when the candidate could be considered for promotion.

What happens to incomplete applications?  

Applications that are not complete when the review process begins can be considered, but candidates with incomplete applications cannot be interviewed.  Search committees should make every effort to notify candidates whose applications are incomplete.

How do we treat internal candidates?  

Internal candidates cannot be involved in the search process and must be treated in the same manner as external candidates.  Confidentiality in all matters must, absolutely, be maintained.  

Should we accept late applications?  

Late applications cannot be considered if received after a firm deadline.  The applicant should be notified of this.  (If a search committee decides to make an exception for an outstanding applicant, then all late applications must be considered.

What if there are no acceptable candidates?  

The search can be abandoned at the instruction of the Dean/Director and approval of the Director of EEO/AA; and candidates will be informed by letter that the search has been cancelled.  Alternatively, the search can be extended and the position re-advertised.

Examples, Templates, and Forms

Search Committee Appointment

MEMORANDUM


November 5, 2004

TO:
Search Committee Chair, Members


FROM:
Appointing Dean

SUBJECT:

Search, Screening and Selection Committee for the Position in Field of        Study, Position #####
I am asking that each of you serve as a member of the Committee to search for, screen, and recommend applicants for the position name-of-position.  The Convener of the Committee should call an initial meeting at which time a Chair will be elected.  After this initial meeting, the Chair must also meet with our EEO/AA Director provide the appropriate documents (Form 17, EEO/AA hiring procedure, Confidentiality Agreement, Hiring Handbook, etc.), and brief the Chair on the procedures to be followed.

The Chair is responsible for ensuring that all applications are fully considered.  Complete records must be maintained in accordance with EEO provisions, especially the Form 17.  Please evaluate each applicant in terms of the stated minimum qualifications (MQ's).  Those who do not meet the MQ's should immediately be eliminated from further consideration and so notified.  All candidates who meet the MQ’s will be considered to be active candidates until the search closes or the candidate withdraws.  Those who meet the MQ's should be further screened in terms of the advertised desirable qualifications for the position.

I'd like to make a special effort to cast our net as wide as possible and to develop as diverse a faculty as possible, while still maintaining our main goal of quality.  In this effort, please select a Diversity Coordinator whose function (in addition to being a committee member) will be to take whatever efforts possible to get a diverse applicant pool.  These efforts may include writing letters to institutions where there are likely to be possible faculty members who will enhance our diversity, ensuring that the advertisement is placed in outlets that will reach a diverse audience, and inviting rising scholars to apply for our position.  This individual should also coordinate contact with the EEO/AA Director.  My aim is not to dictate the search but to do everything possible to ensure the broadest possible applicant pool and wide consideration.

The Search Committee is referred to the UHH document “Handbook for Hiring Tenure track Teaching Faculty” for directions, suggestions, forms, and sample letters, etc., that may be useful in your search.  This document can be found at www.uhh.hawaii.edu/uhh/vcaa/#publications.

When the Committee reaches a consensus on its finalists and is ready to recommend candidates for campus visits, the Chair should meet with me to discuss the top several candidates.  

During the search, screening and selection process, the Committee may contact candidates to ascertain their continued interest and availability.  However, issues concerning salary and other commitments cannot be discussed except by myself.

I appreciate your assistance in this critically important decision.  Please let me know if you have any questions.

SCH:ank

c:
EEO/AA Director

Letter of Acknowledgement

May 30, 2003

Dear Dr./Ms./Mr. Applicant:

Thank you for your interest in the Geology position at the University of Hawai‘i at Hilo.  Your application is now complete, and you can be assured that your credentials will receive careful consideration as we move through the search process.  

We would appreciate your taking the time to complete and return the Equal Opportunity & Affirmative Action Survey at http://www.uhh.hawaii.edu/~eeoEEO/AA_aa_survey.html Please understand that this survey is strictly voluntary, and that it will assist us in implementing our Affirmative Action Plan.

If you have any questions about UH-Hilo, our department, or the position, please feel free to contact me at:   

Phone

e-mail

address.

Sincerely,

Incomplete Application Letter

May 30, 2003

Dear Dr./Ms./Mr. Applicant:

Thank you for your interest in the Geology position at the University of Hawai‘i at Hilo.  

We do not yet have a complete application.  At this time we are possession of two letters of recommendation rather than the required three letters.  The letters we have are from Professor Friedman and Dean Wormer.

We encourage you to contact any missing reference and ask that the letter be e-mailed to me at MyAddress@hawaii.edu as soon as possible.  I’ll let you know when you file is complete.  We will begin review of applications on “closing date” and cannot consider your applications without receiving these materials.

 If you have any questions about UH-Hilo, our department, or the position, please feel free to contact me at:  

Phone

e-mail

address.

Sincerely,

Closing the Search

Dear Dr./Ms./Mr. Applicant:

Thank you for your interest in the Geology position at the University of Hawai’i at Hilo.  

We have concluded this search and it is now officially closed.  We thank you for your in interest in this position and our school.  While we were not able to offer you a position, we hope that you will keep us in mind when future positions in your field open at UHH.

Sincerely,

Position Description Example  (See 5Preparing for the Search
 for additional instructions)
Assistant Professor of Computer Science:  Position Number 83269; College of Arts & Sciences; general funds, pending position clearance and available funding; full-time; tenure-track; nine-month appointment; to begin approximately August 2004. The University reserves the right to hire at another rank when the selected candidate is qualified for that rank.  

Duties: Teach introductory and advanced undergraduate courses in computer science, including courses in the department’s distance education degree program; perform scholarly research and professional service in computer science; participate in on-going course and curriculum development activities and outcomes assessment; advise students; carry out departmental and University service activities.  Department web page: http://cs.uhh.hawaii.edu.  

Minimum Qualifications: Ph.D. in Computer Science or closely related discipline from an accredited college or university; evidence of ability to teach effectively at the undergraduate level; evidence of commitment to ongoing scholarship in computer science; ability to communicate clearly in the classroom and in the context of other student and faculty interactions. 

Desirable Qualifications: Areas of interest include, but are not limited to, artificial intelligence, graphics, or distributed computing. Candidates in other areas of Computer Science are strongly encouraged to apply. 

Salary: Competitive 

To Apply:  Submit letter of application, vita, and the names and e-mail addresses of three (alternatively, three letters of recommendations).  Electronic submissions should be sent to searchchairemailaddress@hawaii.edu.  Paper submissions should be sent to search chair’s name, University of Hawai‘i at Hilo, 200 W. Kāwili St., Hilo, HI, 96720-4091. 

Application Deadline: Review of applications will begin November 15, 2003. 

Contact address: Search chair name, College of College, University of Hawai‘i at Hilo, 200 W. Kāwili St., Hilo, HI 96720-4091, 808- 974-7###, fax 808-974-7###, searchchairemailaddress@hawaii.edu. 
Deadline: Continuous recruitment. Review of applications will begin on date and will continue until the position is filled. OR Closing date:   .

UH Hilo is an EEO/AA Employer D/M/V/W. 

 Offer Letter

November 5, 2004
Selectee’s address

Dear Dr. Newhire:

It is my pleasure to offer you an instructional faculty position at the University of Hawai‘i at Hilo.  The following are the terms of your appointment:

1. You will be hired as a tenure-track Professor of Biology (Tropical Forest Ecologist/Biologist), position no. 84233, Rank 5, at an annual salary of $63,576.  You will be able to apply for tenure after two (2) years of satisfactory service commencing August 1, 2004.

2. You will have a two-year initial appointment-period which will be from August 1, 2004 to July 31, 2006.  Your duty-period for each academic year is approximately August 16th to May 15th.  You will be paid over the course of your appointment-period for work completed during your duty-period.  If you are unable to fulfill your responsibilities of your duty-period, it may affect your twelve-month compensation.  

3. Your appointment is contingent upon employment eligibility under the Immigration Reform Act and other Federal, State and University employment requirements.

4. Your normal workload will be to teach courses and serve as academic advisor to students, perform scholarly activity and other duties as assigned.  You may be asked to participate in curriculum development and provide service to the University and community.

5. You will be reimbursed for relocation expenses for one-way airfare for you and your dependents plus actual receipted expenses for shipping of your household goods not to exceed three times you individual one-way airfare and the total relocation expenses cannot exceed $8,000.  Detailed information on allowable relocation expenses may be found at the following web site:  http://www.hawaii.edu/svpa/apm/disb/a8863.pdf.    

Dr. Newhire

November 5, 2004
Page 2

If you accept this offer, please sign below and return this letter to our Human Resources Office, at the address stated below, within ten (10) working days of the date on this letter. After we receive your acceptance, you will receive a letter from our Human Resources Office which will include employment and benefit information and forms.  If you have questions regarding this offer, please call our Human Resources Office at (808) 974-449.

We look forward to having you on our team at this exciting time when the University of Hawai‘i at Hilo is moving to further itself as a premier residential comprehensive university.

Sincerely, 

Steve Hora

Dean of College of Arts and Sciences

cc:
Christopher Lu, Vice Chancellor for Academic Affairs


Kerwin Iwamoto, HR


Don Hemmes, Division Chair


Jane Smith, Biology Department Chair


Kevin Chong, Search Committee Chair 

ACCEPTED:

Dr. Newhire


Date

Confidentiality Agreement

	 

Interview Committee For Position Title: [image: image2.wmf]

Position Number: [image: image3.wmf]


MAINTAINING CONFIDENTIALITY OF SCREENINING/INTERVIEW PROCESS 

To Screening/Interview Committee Members:

As a member of the screening/interview committee for applicants for vacant positions, you will have access to confidential information. The University of Hawaii at Hilo considers the entire screening/interview process to be confidential in nature, including any materials, ratings, questions/responses, comments and discussions, and recommendations made in connection with the screening/interviews.

Because of the confidentiality and sensitivity of the screening/interview process, you have a responsibility not to discuss or disclose any information relating to the screening/interviews to persons or parties who are not authorized to be privy information.

Accordingly, your full cooperation in this matter will be appreciated. Please sign statement below indicating your agreement to keep all matters relating to the screening/interviews confidential.

[image: image4]

CONFIDENTIALLITY AGREEMENT 
As a member of this screening/interview committee and in accordance with the provisions of Chapter 92F, Uniform Information Practices Act (Modified), Hawaii Revised Statutes, I agree to keep confidential all matters relating to the screening/interviews, and I further agree not to discuss or disclose any information about the screening/interview process itself, the applicants, their ratings, or discussions authorized to be privy to such information.
 
 

________________________________________________________________
Signature of Screener/Interviewer                                                                                   Date 

 

________________________________________________________________
Signature of Screener/Interviewer                                                                                   Date 

 

________________________________________________________________
Signature of Screener/Interviewer                                                                                   Date 

 

________________________________________________________________
Signature of Screener/Interviewer                                                                                   Date 

 

________________________________________________________________
Signature of Screener/Interviewer                                                                                   Date 

 

________________________________________________________________
Signature of Screener/Interviewer                                                                                   Date 

3/99
 


Sample Qualifications Evaluation Form                  Evaluator____________________________

Please note that the desirable and minimum qualifications will vary according to the position.

	 
	Minimum Qualifications
	Desirable Qualifications
	Letters of Recommendation
	 
	MQs
	Overall

	Candidate Name
	Doctoral Degree
	Teaching Experience
	Communication Skills
	Distance Learning Experience
	Teaching in a Multicultural Setting
	Letter 1
	Letter 2
	Letter 3
	Comments
	Yes or No
	Rating

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


 Telephone Interview Questions

Applicant:_________________________                           Evaluator:________________________

1. The positions descriptions list several desirable qualifications.  These are:   

Do you meet any of these qualifications and, if so, which ones do you meet and how do you meet them?

2. UHH is a moderate sized school with about 3,000 mostly undergraduate students.  The cultural of the University is like that of a small liberal arts college.  What preparation or experiences do have that are relevant to such an environment? 

3. Tell about your research endeavors and plans as well as the type of support you would expect for your research.

4. Let’s suppose that you are grading an assignment and find that several students have collaborated on their answers.  The evidence is obvious and the assumption in giving the assignment was that it was to be done individually although this was not made specific.  When faced with the evidence, the students deny that they had collaborated.  Have you been in this position before?  What would you do?

5. Teaching excellence is given a very high priority at UH-Hilo.  How would you describe your teaching style and your teaching performance?  Do you use any outcomes assessment tools in measuring your teaching effectiveness?

6.   Have you any experienced with learning technologies such as asynchronous internet instruction?

7.  What is the single most important trait that should make us select you above other applicants for the position?

8. Are there questions you would like to address to us?  These questions can be about working and living in Hawaii, about the University, about education for children or employment for a significant other.

Itinerary for On-Campus Interview

Itinerary for Dr. Bot M. Line

Candidate for Professor of Actuarial Science 

Thursday, 12/13/2001 
6:20 p.m.
Arrival on United/Aloha Flt. 4247.  Will be met by Dr. Hank                        Hennessey, Management, and taken to Naniloa Hotel.  After check-in at hotel, will continue to dinner.

Friday, 12/14/2001

8:00 a.m.
Breakfast with Dr. Marcia Sakai, Director, UHH School of Business and Dr. Robert Stack, Marketing-Meet in hotel lobby.


9:15 a.m.

Robert Stack will take to meet with Helen Rogers, UHH Library.

10:00 a.m.
Meet with  - Stephen Hora, Interim Dean, College of Arts and Sciences (UCB 

11:00 a.m.
Meet with Dr. Jerry Calton (Chair, Business Admin.  EKH-244).

11:30 a.m.

Meet with Dr. David Hammes (Chair, Dept. of Economics, in EKH-252)

12:00 noon
Brown Bag Lunch with Committee Members-School Conference Room.  (Kelly Burke, MIS; Jeffrey Decker, Accounting; Hank Hennessey, Management; Terrance Jalbert, Finance; Youngki Hahn, Economics.)

1:30 p.m.
Free Time

 
2:00 p.m.

Presentation in EKH 270.  All faculty invited.



3:00 p.m.
Meet with Vice-Chancellor Chris Lu (ADM 111)

3:30 p.m.
Meet with Search Committee (Business & Economics Conference Room)

4:30 p.m.
Attend Grand Opening and Office Blessing of Small Business Development Center with Marcia Sakai in downtown Hilo.

6:30 p.m.

Pick up for dinner by Jerry Calton and Jeffrey Decker

Saturday, 12/15/2001 



10:00 a.m.

Real Estate Tour-Tracy Lewis 969-6699


6:00 p.m.

School of Business Christmas Party-Hennessey’s house-





Transportation provided by Marcia Sakai

Interview Evaluation Form

Please return this form to:  



By:  














 

      


EVALUATION OF PROSPECTIVE FACULTY

Candidate:   



   
Please respond to the following questions, indicating your assessment of the candidate on each of the following factors:

1.
The candidate has appropriate training and interest in teaching courses related to the position for which the candidate is being considered.

|--------------|--------------|--------------|--------------|


|---|

Strongly




Strongly  

No Basis

Disagree




Agree


for Answering

2.
The candidate possesses strong teaching skills and is likely to be a successful instructor in the UHH School of Business program.

|---------------|--------------|--------------|--------------|


|---|

Strongly




Strongly  

No Basis

Disagree




Agree


for Answering

3.
The candidate is properly trained and motivated to do research.

|---------------|--------------|--------------|--------------|


|---|

Strongly




Strongly  

No Basis

Disagree




Agree


for Answering

4.
The candidate is willing to contribute to the University and community through service.

|---------------|--------------|--------------|--------------|


|---|

Strongly




Strongly  

No Basis

Disagree




Agree


for Answering

5.
The candidate possesses personality characteristics that will promote positive collegial interaction.

|---------------|--------------|--------------|--------------|


|---|

Strongly




Strongly  

No Basis

Disagree




Agree


for Answering

6.
Briefly list and discuss the candidate's principal strengths as they relate to the position description.

7.
Briefly list and discuss the candidate's principal weaknesses as they relate to the position description.

8.
The candidate is qualified for the academic rank of:

Instructor

Assistant

Associate

Professor

Professor

Professor

9.
This candidate should be:

Rejected

Kept Under Consideration

Made an Offer

10.
What is the basis for your evaluation:

         Review of Candidate's curriculum vitae

         Review of Candidate's application file

         Preliminary (group) telephone interview with the candidate

         Personal interview with the Candidate

         Group interview with the Candidate

         Attendance at Candidate's research presentation

         Social event (i.e., lunch, dinner, etc.) with the Candidate

         Contact with persons knowledgeable of the Candidate.

                                                  




____________________                
Evaluator







Date

/CanEval.Frm

12/14/2001
Instructions for Visiting Candidates


UNIVERSITY OF HAWAI‘I AT HILO


COLLEGE OF ARTS AND SCIENCES


NEW FACULTY RECRUITMENT: ON-CAMPUS INTERVIEW GUIDELINES
Search Committee Chairs: Please notify your division secretaries as soon as the dean approves the on-campus interview.  Allow two weeks to process all requisitions, and provide the secretaries with a copy of the letter of invitation (stating what expenses the university will cover), which needs to be attached to all requisitions regarding the interview.

Division secretaries need the following to process reimbursements:

· Copy of social security card

· Letter of invitation (see your division secretary for a sample)

· Dummy invoice (see your division secretary)

· Original receipt (airline passenger receipt@ portion of ticket.)

Airfare: Roundtrip, coach, direct-route tickets to Hilo at the lowest airfare available

If the candidate makes his/her own travel arrangements, the candidate will pay for the airline tickets, and give the original A passenger receipt portion of the ticket to the division secretary for reimbursement. With an electronic ticket, the candidate must submit @@@.  Search committee chair will notify candidate to get 7-14 days advance purchase tickets in order to obtain the most economical coach fare.  Alternatively, a purchase order may be issued for the purchase of the ticket and the ticket forwarded to the candidate.

Per Diem: Two Days @ $130/Day Maximum

Per Diem will pay for hotel room, meals, ground transportation, and miscellaneous expenses.  If the department pays for the hotel portion with a requisition, the candidate will receive the difference between the hotel costs and $130/day.

NOTE: Extra nights are permitted, if it results in significant savings on the airfare

Car: None

Transportation will be provided by search committee/department faculty.

 Pre-employment Questions, Lawful and Unlawful

Employment discrimination based on race, creed, color, national origin, sex, disability, age, marital status, and arrest is prohibited.  This guide is designed to ensure that interviewers are familiar with information that may be obtained on either an application or in a personal interview prior to employment.  Data required for personnel and affirmative action records, benefit provisions, income tax purposes, emergency notification, etc. will be obtained after employment.






UNLAWFUL



LAWFUL


SUBJECT

It is discriminatory to inquire about:
Examples of acceptable inquiries:

1.
ADDRESS

“Do you own or rent your place

Place of residence.





of residence?”

2.
AGE


“How old are you?”


“Are you between 18 and 










70 years of age?”





“What is your date of birth?”












“If hired, can you furnish










proof of age?”

3.
ARREST RECORD
“Have you ever been arrested?”

Inquiries about convictions










recent and relevant to the 










job.

4.
BIRTH CONTROL
Inquiry as to ability to reproduce,





advocacy of any form of birth





control or family planning.

5.
BIRTHPLACE

Birthplace.





Birthplace of parents, spouse, 

or other close relatives.

6.
CHILDREN

Plans to have children.





Ages of children. 





Child care arrangements.





“Are you pregnant?”

7.
CITIZENSHIP

Of what country are you


Are you eligible to work





a citizen?



in the U.S.?”





Whether a naturalized or


Can you provide original





a native-born citizen; the


documents establishing





date citizenship was acquired.

identity and eligibility for










employment.





Requirement that naturalization





papers be produced.





Whether parents or spouse are





naturalized or native-born citizens





of the United States; the date when





parents or spouse acquired citizenship.

8.
DISABILITY

“Do you have a disability?”

“Do you have any physical, 










mental, or medical impair-





“Have you ever been


ments which would inter-





treated for any of the


fere with your ability to





following diseases. . . ?”


perform the job for which










you have applied?”








9.
ECONOMIC STATUS
Garnishment records.





Credit references.





Automobile ownership.

10.
EDUCATION






Inquiry into academic, 










vocational, or professional










education and the public and










private schools attended.

11.
EXPERIENCE






Inquiry into work










experience. 

12.
LANGUAGE

“What is your native language?”

Inquiry into language 










fluently spoken or written.





Inquiry into how the ability to





read, write, or speak a foreign





language was acquired.

13.
MARITAL STATUS
“Are you married?  Single?





Divorced?  Separated?”





Name or other information





about spouse.





“Where does your spouse work?”

14.
MILITARY 

Inquiry into general military

Inquiry regarding service in 





experience.



particular branch of United










States Army, Navy, etc.





Date and condition of discharge.

15.
NAME


Original name if name has


“Have you ever worked for 





been changed by court order

this company under a 





or otherwise.



different name?”





“If you have ever worked under

“Is any information relative




another name, state name and

to change of name, use of 





dates.”




an assumed name or 










nickname necessary to 










enable a check on your 










work record?  If yes, 










explain.”

16.
NATIONAL ORIGIN
Inquiry into lineage, ancestry, 





national origin, descent, parentage,





or nationality.





Nationality of parents or spouse.

17.
ORGANIZATIONS
List all clubs, societies and lodges

Inquiry regarding






to which you belong.


membership in 











organizations which the










applicant considers relevant










to ability to perform the job.

18.
PHOTOGRAPH
Requirement or option that a





photograph be provided.

19.  
PHYSICAL 






Only if the job requires 


REQUIREMENTS





certain qualifications.

20.
RACE/COLOR

Complexion or color of skin.

21.  
RELATIVES

Names, addresses, ages, or





other information concerning





spouse, children, or other





relatives.

22.
RELIGION/CREED
Inquiry into religious denomination,





religious affiliations, church parish,





pastor, or religious holidays observed.

23.
SEX


Do you wish to be addressed as Mr.?





Mrs.?  Miss?  or Ms.?





Inquiry as to sex or sexual preference.

PolyCom

PolyCom is a video conferencing system that works over the internet by connecting PolyCom units at remote locations through an IP address.  The quality is usually very good and the units are simple to use.  To connect to another unit it is only necessary to now the IP for the remote unit.  PolyCom units can also interface through a “bridge” with video conferencing units attached via ISDN lines.  Such connections can be managed through IT Services at Manoa but there is a charge for the long distance telephone service and for the bridge.

PolyCom units are available on campus in the following locations:

Location 


Contact 


Room Capacity 

I P    

UCB 3000 Dean’s

4-7300




12

  132.160.30.90

Conference Room*

Chancellor Conference 
4-7444




15

 Information Technology











*This unit is portable and may be moved within UCB to any room with an Ethernet connection.

 Position Request Form

Position number (if established):_____________

The position to be filled is (circle all appropriate categories):

1. A position that was previously occupied

2. An established position that has never been filled

3. A position that has not yet been established

4. Tenure track (permanent)

5. Temporary (explain nature, e.g. visiting)____________________________

The position is to be filled at rank (circle at least one):  I-2   I-3   I-4   I-5

The department/program to which the position will be assigned:____________________

Rationale for filling the position:

Quantitative Justification (Executive Procedure E5.202):

UHH-IRO = http://www.uhh.hawaii.edu/~iro/ go to Data Tools

Provide the following data for each of the past three academic years.

	
	2000-2001
	2001-2002
	2002-2003

	Number of majors (MAPS Fall Enrollment Report)
	
	
	

	Student semester hours (SSH) taught, fall semester (UHH-IRO)
	
	
	

	FTE course enrollment (SSH divided by 15 for undergraduate-level and by 12 for graduate-level courses)
	
	
	

	Number of classes (sections) offered, fall semester (MAPS Course Registration Report)
	
	
	

	Average class size  LD/UD (UHH-IRO)
	         /
	         /
	         /

	FTE faculty by rank (I2/I3/I4/I5)
	  /   /   /   /
	  /   /   /   /
	  /   /   /   /

	Student-faculty ratio (FTE course enrollment divided by FTE faculty)
	
	
	

	Number of degrees earned by major or number of graduates (UHH-IRO)
	
	
	

	Budget allocation for salaries (Deans Office) 
	
	
	

	Cost per SSH
	
	
	


University of Hawai‘i

BOR Recruitment/Selection Form 17

This form is required for all faculty, APT, and E/M appointments (except lecturers, casual hires, and cooperating

teachers/counselors). The data is used to prepare federally-mandated reports. Instructions are attached.

1.Selectee's Name: ___________________________________________ Sex: _____ Ethnicity: ________________

Last 

First

 M.I.

Department: ___________________________________________________ Campus: _______________________

Position Title: ____________________________ Position No. _________ Rank-Step/PR-Step: ________________

FTE: _________ Appointment Period: ________________ to ________________ Source of Funding: __________

For Community Colleges, indicate Job Group: _______________________________________________________

2. [ ] Faculty Position or [ ] APT Position or [ ] E/M (Executive/Managerial) Position

a) [ ] Temporary Appointment or [ ] Permanent Appointment

b) [ ] Tenure Track or [ ] Non Tenure Track or [ ] Tenureline Foreign Visa Status (faculty positions only)

c) [ ] New Hire; or if [ ] Transfer or [ ] Promotion, indicate below the position selectee is leaving:

 Position Title: _______________________ Rank-Step/PR-Step: ________ Temporary ___ or Permanent ___

 Agency/Department: ________________________________________ Campus: _____________________

3. 
[ ] Per A9.540, position is exempt from advertising or 

[ ] exception approved by campus EEO/AA officer (attach copy).

State reason(s): ______________________________________________________________________________________

then go to Section 7 for approval by Provost, Dean, or Director.

4. 
Attach copy of ads from applicable recruiting sources (Ku Lama, statewide, national) with publication titles and dates cited on the copy.

5. 
Was there a screening committee or Department Personnel Committee? ___ Yes ___ No

No. of members: _______No. of female members: _______ No. of minority members: _______

	6.
	Total No. of Applicants: ________ Total No. of Female Applicants: _______ Total No. of Male Applicants: _______

No. Female Applicants: W ___ B ___ Hisp ___ NA ___ API: J ___ C ___ K ___ F ___ H/PH ___ S ___

                           I ___ O ___ (specify: ______________________________________________________________)

No. Male Applicants: W ___ B ___ Hisp ___ NA ___ API: J ___ C ___ K ___ F ___ H/PH ___ S ___

                            I ___ O ___ (specify: ______________________________________________________________)



	7.
	Are women or minorities underutilized (U**) for this position? If yes, specify group(s): __________________________

I have reviewed this action from an EEO/AA perspective and certify as follows (check if “yes”):

[ ] Recruiting sources were appropriate

[ ] Applicant pool was adequate

[ ] Selection was made on the basis of job-related criteria

[ ] EEO/AA status improved. Specify U** group(s): _______________________________________________________

The following affirmative action steps have been taken: 

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

Signature of Reviewing Official                          Print Name                                                      Date

______________________________________ ____________________________________ ________________

Signature of EEO/AA Designee (if applicable) Print Name                                                         Date

______________________________________ ____________________________________ ________________

Signature of Provost, Dean, or Director            Print Name                                                        Date

(if other than Reviewing Official)


UH EEO/AA Form 17 (revised 11/99)
	
	MINIMUM QUALIFICATIONS
	DESIRABLE QUALIFICATIONS
	

	NAME OF APPLICANTS &

SELECTEE

(Additional pages may be added as necessary)
	Sex
	RACE or ETHNICITY (best guess)
	
	
	
	
	
	
	
	
	
	
	
	
	Was applicant interviewed?
	Overall rating based on

Application, interview, &

Job-related factors


	For apt:

Indicate priority status


	REASON FOR

NONSELECTION

(Include candidates who

"withdrew from consideration"

& those who "declined job

offer")


	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


INSTRUCTIONS FOR PREPARING BOR RECRUITMENT/SELECTION FORM 17

The Form 17 is required for all faculty, APT, and E/M appointments (except lecturers, casual hires, and cooperating teachers/counselors). Forms 17 for graduate assistants are retained and audited at the department or college level. Send all other original Forms 17 to the campus EEO/AA Officer.

1. Appointment information: This section is self-explanatory.

2. a. Permanent Appointment:. The person must be eligible for tenure (faculty) or employment     

           security (APT) to be counted as a "permanent appointment."

b. Tenureline Foreign Visa Status: Foreign (H-1) visa faculty with "NR" temporary status who are    

    expected to convert automatically to "P" or tenure-track status upon receipt of permanent visa. (A     

    new Form 17 is not usually generated upon conversion.)

c. The following definitions are unique to the Form 17 and may differ from personnel definitions:

New Hire: A Selectee who (1) comes from another UH campus or State agency or the general

public; (2) is a temporary UH employee being selected for a permanent or tenure-track appointment via competitive recruitment; or (3) is appointed to a different position in a different classification within the same campus. Examples: a tenure-track faculty member from LCC appointed to a tenure-track position at UHM; a temporary faculty member at UHM hired into a tenure-track position at UHM; an APT employee at UH Hilo appointed to an E/M position at UH Hilo.

Transfer: Selectee moves to a different position within the same campus at the same or lower

rank/pay range. Example: an APT employee at PO3 moves to another APT position at PO3.

Promotion: Selectee moves to a different position at a higher rank or pay range within the same

campus. Example: An E/M employee at pay range M04 is appointed to another E/M position at pay range M06.

3. If the position is exempt from advertising, briefly state the reasons. Examples: the position was filled by a visiting professor. (Bona fide visiting professors are faculty who have return rights to another university or equivalent institution.) The remainder of the form need not be completed, except for the signature of the Dean/Provost at the end of section 7.

4. Recruiting sources: Attach copies of the Ku¯ Lama and all advertisements in newspapers and professional journals. Publication titles and dates for each announcement must be cited.

5. Screening committee or DPC. If your department used a screening committee or Department Personnel Committee (DPC) to make the hiring recommendation, note the number of people on the committee and the number who were female or minority (i.e., Black, Hispanic, Native American, Asian/Pacific Islander).

6. Number of applicants by sex and ethnicity: Employers may not inquire about an applicant's sex or ethnicity; however, federal affirmative action regulations require employers to invite voluntary disclosure. Employers must also document their affirmative action efforts and results by collecting data on applicants and new hires. If the ethnicity of an individual cannot be determined, “unknown” should be entered.  Do not guess.  Use the following definitions and abbreviations: 

	White (W):
	A person, not of Hispanic origin, having origins in any of the original peoples of Europe, North Africa, or the Middle East.

	Black (B):
	A person, not of Hispanic origin, having origins in any of the black racial groups of

Africa.

	Hispanic (Hisp):
	A person of Mexican, Puerto Rican, Cuban, Central or South American or other Spanish culture or origin, regardless of race.

	Native American 

(NA):
	Indian or Alaskan Native; A person having origins in any of the original American peoples of North America and who maintains cultural identification through tribal affiliations or community recognition.



	Asian/ Pacific Islander (API)
	A person having origins in any of the original peoples of the Far East, Southeast Asia,

the Indian Subcontinent, or the Pacific Islands. Specify number who are Japanese (J),

Chinese (C), Korean (K), Filipino (F), Hawaiian or Part-Hawaiian (H/PH), Samoan (S), Indian Subcontinent (I) (i.e., Afghanistan, Bangladesh, India, Nepal, Pakistan, and Sri Lanka), or Other Asian/Pacific Islander (O).




The five major ethnic designations were developed by the federal government in 1977 to establish consistent categories for use by all federal agencies involved in monitoring civil rights and equal opportunity. These classifications do not purport to be scientific or anthropological in nature.

7. Underutilized groups and hiring goals: Prior to recruitment, the hiring unit should contact the campus EEO/AA Officer to determine whether the position is underutilized for women or minorities. The hiring unit should then document its affirmative action efforts. In section 7, specify the underutilized groups such as Women, Blacks, or Hispanics. The Reviewing Official (example: department or DPC chair) certifies that s/he has reviewed the hiring process from an EEO/AA perspective. Signature of EEO/AA Designee is optional, depending on campus or college procedures. The appointing official -- Dean, Director, or Provost – must sign her/his approval on the last line certifying that s/he has audited the hiring process.

8. Listing of selectee and applicants (back of Form 17): List all minimum and desirable qualifications stated in the vacancy announcement. If a candidate clearly did not meet the minimum qualifications, it is not necessary to indicate whether they met the desirable qualifications. The following codes may be used to indicate the applicants' qualifications:

MINIMUM QUALIFICATIONS 


DESIRABLE QUALIFICATIONS
N - Does not meet minimum qualification 

0 - Does not meet desirable qualifications

Y - Meets the minimum qualification 

1 - Meets the desirable qualifications

2 - More than adequately meets the desirable

      qualifications

The Form 17 is NOT an evaluation sheet. Maintain separate evaluation sheets for each candidate in your

recruitment files. Do NOT keep Forms 17 in employees' personnel files.

9. Overall scores (back of Form 17) are optional, depending on campus or department screening procedures. Overall scores are taken from separate evaluation or rating sheets and reflect the more detailed assessments of applicants' qualifications.

10. Reasons for nonselection (back of Form 17) should be brief, job-related explanations of why the

applicants were rated lower than the selectee. Indicate "withdrew” if the applicant was no longer interested; or "declined job offer," or “incomplete application,” if appropriate.

Revised 11/99


Offer Letter Specifications


Position Number:  

Selected Applicant: 

Rank:



Step:



Salary:

Start Date: 

Tenure track or temporary:  

Relocation cost instructions:  

Special instructions:

Offer delivery method:

Date:




Signature:

	EEO/AA HIRING PROCEDURE FOR FACULTY & STAFF (UNIT 07) POSITIONS
Top of Form

Position Title & Number [image: image5.wmf]


Bottom of Form

Steps
Completion Dates
1.
Write ad and obtain EEO/AA & Personnel approval.

[image: image6.wmf]


2.
Place ad. (At minimum, in paper of general circulation in state.)
[image: image7.wmf]


3
Establish Search committee.
[image: image8.wmf]


4.
Distribute Confidentiality Agreement to members of search committee for signatures.
[image: image9.wmf]


5.
Set guidelines for establishing "equivalent training and experience" and define "related fields" when these are part of the ad.
[image: image10.wmf]


6.
Identify underutilized groups.
[image: image11.wmf]


7.
Acknowledge applications in writing. Enclose Affirmative Action Self-Identification Survey with self-addressed, stamped envelope to each applicant. All survey forms which are returned should be forwarded to the EEO/AA Coordinator.
[image: image12.wmf]


8.
Notify candidates whose applications are incomplete. Allow ten (10) calendar days from date of notification letter for submission of all materials.
[image: image13.wmf]


9.
Develop evaluation and rating forms.
[image: image14.wmf]


10.
Notify candidates who are no longer being considered.
[image: image15.wmf]


11.
Write interview questions. (Refer to interview guidelines.)
[image: image16.wmf]


12.
Identify selectee and complete Form 17. Submit Form 17 to EEO/AA Coordinator prior to contacting the selectee.
[image: image17.wmf]


13.
Notify finalists who were not selected.
[image: image18.wmf]


14.
Keep all relevant documents such as the following for at least three(3) years: applications, evaluation and rating forms, Confidentiality Agreement, EEO/AA Hiring Procedure (submit the original to the EEO/AA Coordinator), and correspondence.
[image: image19.wmf]


I certify that the EEO/AA procedure was followed in the search and selection process.
________________________________________________________
Signature                                                           Date                      

7/93
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