
EEO/AA Hiring Procedures for Faculty and Specialist (Unit 7) Positions 
 

Position Title: _____________________________________________________Number:______________________ 
 

Please notify the EEO/AA office immediately of search cancellations, position changes, committee changes, 
or other issues that might disrupt or delay the committee's work. 
STEP RECRUITING ORGANIZATION ACTIONS INITIAL 

1 Identify underutilized groups and place ads in appropriate sources for affirmative 
employment purposes.   

2 Include women and minorities in the search committee.  

3 Furnish names and email addresses of the Reviewing Official, Approving Official, 
and Users to the EEO/AA office for input to the online Form 17 system.   

4 Provide position description or advertisement to search committee.  

5 Request an EEO/AA briefing for the search chair:  2-7641 or send an email to 
Jennifer Stotter, Director of EEO/AA:  jstotter@hawaii.edu  

 SEARCH COMMITTEE ACTIONS PRIOR TO EVALUATING 
APPLICATIONS 

COMPLETION 
DATE 

6 Search chair and members attends an EEO/AA briefing and receives search process 
forms.  

7 Sign the Confidentiality Agreement form at the EEO/AA briefing.  
8 Define MQ, DQ and accepted equivalent training and experience.  

9 
Obtain EEO/AA approval for the following items before screening applicants:     
a. Interview and Reference Check questions.     
b. Rating matrix or crediting plan.  

 
SEARCH COMMITTEE ACTIONS TO EVALUATE APPLICATIONS 

COMPLETION 
DATE 

10 Acknowledge receipt of applications.  Take action on incomplete applications 
received based upon the search committee's decision on handling instructions.  

11 Determine qualified applicants.  Reach consensus on applicants deemed not 
qualified.  

12 Notify unqualified applicants that they are no longer being considered.   
13 Evaluate MQ applicants on their DQ skills, knowledge, abilities and personal traits.   

14 
Combine and document committee member scoring of all applicants and include 
explanatory comments/notes, as necessary.  Must record narrative reasons for 
selecting or recommending an individual for the search position.  

15 Input the results of the evaluation into the online Form 17 (see attached instructions)  
 

SEARCH COMMITTEE FINAL ACTIONS 
COMPLETION 

DATE 

16 

Bring the following documents that HR requires to process a hire to the EEO/AA 
office; a compliance review will be done: 
1.  Confidentiality Agreement with original signatures     
2.  All of the selectee's application submission.     
3.  Advertisements used in this search (excluding Work at UH); must be the entire 
page or online listing (with publication name and date) where an ad appeared.     
4.  This completed form (EEO/AA Hiring Procedures for Faculty and Specialist 
(Unit 7) Positions) with an original signature of the search committee chair.   

17 Provide a date that notices to non-selected applicants will be sent.  
 RECRUITING ORGANIZATION FINAL ACTION INITIAL 

18 Print and retain the University of Hawai'i BOR Recruitment/Selection Form with 
other search documents.  

END Initial to acknowledge that after the job offer is accepted, the search committee will 
retain ALL search documents for at least three (3) years from the hiring date.  

 I certify that the EEO/AA procedures above were followed in this search process.  
   
 __________________________________________        ______________  
 Chair of Search Committee                                Date                               Rev.04.21.15 


