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Equal Employment Opportunity

Federal equal opportunity laws prohibit discrimination on the basis of race, gender, and color, national origin, religion, disability, age, marital or veteran’s status. In addition, New York State agencies are prohibited from discrimination on the basis of sexual orientation and actual or perceived gender identity. These laws and policies mandate that neither The College at Brockport nor any of its representatives discriminate in any employment decisions, including recruitment, selection, promotion, compensation, training opportunities, job assignments, disciplinary actions, discharge or any other conditions of employment. Equal opportunity requires the elimination of all existing discriminatory conditions, whether purposeful or inadvertent.

Affirmative Action

Federal affirmative action law requires employers to take positive measures to recruit and employ qualified women and minorities to correct effects of past discrimination. An affirmative action program is a set of specific and result-oriented procedures conducted in good faith to encourage the ideals of equal employment opportunity. Affirmative action is not a quota system and does not give hiring preference to those who are not qualified for positions.

Federal law defines protected class candidates as those classified as Black, Hispanic, Asian or Pacific Islander, American Indian or Alaskan Native. 
Women are also included. Separate legislation covers Vietnam-era, special disabled, recently separated or other protected veterans and people with disabilities.

Affirmative action measures are designed to cast the net as far and wide as possible to reach the greatest possible number of minority and women candidates. These measures require more than simply placing an advertisement or posting a job vacancy notice. Extra efforts must be made to reach out specifically to minority and women candidates. This guide will assist you in these efforts.

For more information on the historical basis of affirmative action, see Appendix A.

The College at Brockport, State University of New York Equal Employment Opportunity/Affirmative Action Policy
The College at Brockport, State University of New York, Affirmative Action Compliance Plan, in full compliance with: 

· State University of New York Equal Employment Opportunity Policy, 

· Policies of the Board of Trustees of the State University of New York, and 

· Chancellor's (State University of New York) "Guidelines for Monitoring Individual Appointments" (Memorandum to Presidents dated February 14, 1974), 

includes the following Equal Employment Opportunity/Affirmative Action Policy on nondiscrimination: 

a. Prohibits discrimination in any and all employment and in any and all employment 
opportunities. 
b. Forbids distinctions made on the basis of race, color, religion, gender, age, sexual orientation, actual or perceived gender identity, marital status, disability, and Vietnam-era, special disabled, recently separated or other protected veteran status where such distinctions discourage the initial selection of students and employees, or affect their treatment as members of the College community. 


c. With reference to faculty and staff, specific conduct of recruitment, initial appointment, 
promotions, performance evaluations, tenure awards, consideration of salary and wages, 
sabbaticals and other leaves, and terminations, shall be free from discrimination. 


d. Discriminatory acts shall be prohibited in the conduct of College services for students as 
such services affect housing, employment, financial aid, admissions, advisement, counseling, 
placement, academic progress, scholarships and awards, and program activities. 

Affirmative Action and Diversity Recruiting

Understanding the value of affirmative action and diversity recruiting is essential to the participation of Hiring Managers and Search Committee members. A few of the advantages of this type of recruitment are as follows:
· A broad representation of ideas, perspectives and lifestyles can improve the functionality of your organization by improving decision making, product design and service.

· Employees will be more engaged in an inclusive environment, by recognizing that an inclusive environment means different ideas and contributions are respected.

· Employees can become an agent for change, not just in the recruitment process, but in the day-to-day operations of the organization.
Frequently Asked Questions

1. What is affirmative action?

Affirmative action is a set of specific, result-oriented procedures designed to increase the utilization of minorities and females at all levels in the work force.

2. Will affirmative action result in reverse discrimination?

No. Discrimination based on race, color, religion, national origin, ancestry, sex and age is illegal. Any person has the right to file a complaint if he or she believes an opportunity has been denied because of discrimination. Any form of discrimination conflicts with the intent of Affirmative Action and Equal Opportunity law.

3. Is affirmative action a form of preferential treatment?
Affirmative action is designed to correct underutilization. It is not designed to prefer minorities and females to the exclusion of other groups. Affirmative action increases levels of diversity by actively finding ways to encourage under-represented groups to apply for vacant positions, such as by placing job postings in publications and via media known to be accessed by target groups, as well as through traditional media. Affirmative action also works to ensure that selection criteria are valid and directly related to job performance, to ensure the suitability of each candidate is evaluated objectively, and potential sources of unfair advantage/disadvantage are eliminated from the process.
4. Does affirmative action mean lowering standards?

No. Meaningful standards for qualifications and job performance should not be lowered. However, affirmative action does mean changing standards when it is found, for example, that minimum qualifications which screen out a disproportionate number of persons of a certain protected group are unduly stringent, are not job related, or do not predict job performance. Affirmative action also means developing selection strategies which measure the skills required for the job instead of using artificial measurements which serve only to reduce the number of applicants.

5. Are employers expected to hire the “less qualified” over the “more qualified” to meet affirmative action goals?
No. The fully qualified candidate must always be appointed over one who is less qualified. The job must be offered to the applicant who is judged, against valid, job-related criteria, to be most likely to perform successfully in the position. Employers are not expected to establish any hiring practices that conflict with the principles of sound personnel management and equal opportunity law. When candidates demonstrate equal likelihood of being able to perform successfully, the "best" or "most" qualified applicant may be the one who is most motivated, has demonstrated potential or brings diversity into the workforce. The organization benefits from having the broad representation of ideas, perspectives, experiences and problem-solving approaches that a high level of workforce diversity provides.

Frequently asked questions adapted from the University of Nebraska at Kearney: http://www.unk.edu/offices/aaeo/ind

Position Management: Creating or Refilling Faculty, Professional Positions
Please contact HR.  Due to austerity measures the procedure below has been temporarily modified.  
Excerpted from Position Management Policy, effective September 2006: http://www.brockport.edu/hr/procedures/documents/positionmanagement.doc 

Faculty Positions
Faculty Allocation Process: 

1. Each spring the Provost’s Office issues a call letter and form to academic departments, requesting that department Chairs list their needs for full-time, tenure track faculty positions. These requests are submitted to Deans.

2. Deans prioritize these requests within schools, and then meet in Dean’s Council to develop a College-wide list of faculty position priorities. These decisions are based on a thorough discussion that involves a wide range of decision factors.

3. The Provost meets with the President and Vice President for Finance and Administration on the College-wide faculty hiring priorities.

4. Finance and Administration staff prepares a financial impact analysis of the requested faculty positions.

5. On the basis of the final roster of hiring priorities and the financial impact analysis, the President of the College decides how many faculty searches will be authorized.

· From time to time, financial conditions necessitate that some faculty positions be filled with associate faculty (i.e., full-time, non-tenure-track positions, typically for a period of two years). In such cases, a position that was requested to be filled with a full-time, tenure track faculty member may instead be filled with an associate faculty member. Upon the expiration of the associate faculty member’s term, if the department wishes to retain the position (either as a tenure-track or non-tenure-track position), a new request must be made through the faculty allocation process.

· In exceptional circumstances, a need may arise to fill a faculty position on an emergency basis, due to illness, death or sudden resignation of a full-time faculty member. In such cases, the department Chair communicates the situation to the Dean, who advises the Provost about the need to replenish a faculty position on an emergency basis. If approved by the President, such replacements may be in the form of an associate faculty position (accompanied, if necessary, by a request for Search Waiver from the Office of Human Resources), or by a full-time, tenure-track faculty position that is authorized outside of the faculty allocation process.

New and Vacant Professional Positions

New position requests should be channeled to the appropriate Vice President/provost for approval by President’s Cabinet. Request packets should not be forwarded to Human Resources until approval by President’s Cabinet has been received. 
The request package will consist of the following documents:

· Position Request Form – Appendix B;
· Job Description Form – Appendix C;
· Organizational Chart of the department/division of the requester, with state and local titles and salaries of all staff in the affected unit.
Posting information for new positions may not to be entered into the online recruitment system until all paperwork has been approved and you have been notified by the Office of Affirmative Action. 

If you need assistance determining budget and/or local titles and the corresponding salaries, contact the Office of Affirmative Action for assistance. This information may be found on the web at: http://www.brockport.edu/hr/resources/classification.html. 

Search Waivers
 Waivers are granted for the following reasons: 
1. When there is a need to fill a vacancy quickly without having adequate time to conduct a full search, i.e., incumbent’s participation in an early retirement incentive program, late resignations, illness, or death. (If approved, the waiver normally does not exceed one year.) 

2. In order to implement the College's affirmative action goals by providing upward mobility/internal promotions. 

3. When a new College President wishes to reorganize existing staff into a pattern compatible with his or her own administrative style. 

4. When there is a need to fill a temporary vacancy for a duration not to exceed six months (i.e., special circumstances for development), which makes a search impossible or impractical to conduct because of time restrictions or requires someone already familiar with the campus equipment or operation. Temporary part-time appointments to positions for a period not to exceed six months normally will not require a full and open search. The Provost or divisional Vice President, however, will recruit on a periodic basis for candidates for future part-time temporary vacancies. 

In order to obtain approval for a waiver, the department head or chair must submit a completed search waiver request to the Affirmative Action Office after obtaining the approval of the dean/director and the Provost or divisional Vice President of that unit, delineating the reasons for the request and the name of the individual being recommended for appointment. The justification must be based on the criteria (1-4) listed above. 
The offer of employment may not be made to the candidate until after receiving the search waiver form with all the appropriate signatures. 

The granting of waiver extensions is discouraged. In the event that special circumstances beyond departmental control occur, an extension must be requested by the dean/director and approved by the Provost or divisional Vice President before it is submitted to the Affirmative Action Office. 
Extensions will not be granted for more than one year without review and approval of President’s Cabinet and the Affirmative Action Officer. 

Responsibilities of the Hiring Manager
The Hiring Manager/Chair is responsible for defining the duties, responsibilities, expectations, minimum qualifications, expected salary range and expected date of employment. The Hiring Manager is responsible for working with the Office of Affirmative Action to ensure institutional consistency in a position’s expectations and salary requirements. Formal approval of the position and its requirements must be obtained prior to the initiation of a search. 

The Hiring Manager is ultimately responsible for the position advertisement and recruitment plan. The Hiring Manager shall work with Affirmative Action to ensure that the ad meets local, state and federal laws. At their discretion, the Hiring Manager may allocate a portion of these duties to the Search Committee. The Hiring Manager may also solicit comments from the Committee on the content of the position description and ad copy.

The Hiring Manager is responsible for the appointment of a Search Committee, and may or may not elect to serve on that Committee. Establishing a strong and credible Search Committee is essential for success. The Hiring Manager is to advise the Committee of their responsibilities, including the search process, check points, and when the Committee’s work is done. 

The Hiring Manager reviews and approves Committee recommendations for interviews. The Hiring Manager has the discretion to add or remove candidates from the interview pool. This requires justification from the Hiring Manager to the Affirmative Action Officer. The Hiring Manager also participates in interviewing of finalists recommended by the Committee. 

The Hiring Manager is to make a hiring decision and seek approval from the appropriate Dean/Director, Vice President and Office of Affirmative Action, before extending any offers of employment. The Hiring Manager is ultimately responsible for the performance of the hired individual.
Composition of the Search Committee
When establishing a Search Committee, follow the guidelines below:
· The Search Committee should be comprised of diverse members.
· Search Committees consist of three to seven members. Membership will vary based on the scope of responsibilities of the position to be searched. An odd number is ideal for voting and tie breaking purposes.
· The Search Committee should be appointed prior to the submittal of the online requisition.

· One member will be designated as Committee Chair. Unless already appointed by the Hiring Manager, the Search Committee will elect a Chairperson at the first meeting, and a recorder who will take minutes of all meetings. 
· College Senate representatives are required for certain positions (see Appendix F).

· The names of the Chair and all members of the Committee shall be submitted to Affirmative Action as part of the online requisition.
· Search Committee members must maintain confidentiality during and after the search process. They will only discuss candidates, their qualifications, and the search process with other Committee members and The College at Brockport administrators involved in the search. 

Particular attention should be paid to the selection of Committee members. A few key points to remember are:

· A diverse Committee will help to attract and evaluate candidates of different backgrounds.

· Diversity will help the Search Committee avoid overlooking or undervaluing non-traditional, relevant experience.

· Committee members should have relevant knowledge about the responsibilities and requirements of the vacant position.

· Committee members should have some interaction with the vacancy to be filled (e.g., internal customer, departmental co-worker). 
· Preferably, Committee members will have attended Critical Behavior Interview Training. 

· Search Committees can affect change in the composition of the work force through the recruitment, selection and hiring of staff.

· Each appointee should have adequate time to devote to Search Committee duties, including identification of candidates and recruitment efforts.
If assistance is needed in selecting a Search Committee, contact Affirmative Action at 395-2109. 

Charging the Search Committee
The Hiring Manager is responsible for charging the Search Committee at the first meeting. When charging the Search Committee, the Hiring Manager should:

· Share his/her expectations for employee behavior;

· Inform the Committee what the job demands; 

· Understand the goal of recruitment as well as applicable equal opportunity/affirmative action and diversity goals.

The Search Committee should be informed of their duty to the following: 

· Develop the Advertising/Recruitment Plan to enlarge the applicant pool with women and minority applicants, particularly where under representation exists;
· Evaluate applicants fairly based on the qualifications advertised in the position announcement; 

· Be cognizant of unintentional bias that may overshadow the Search Committee’s perceptions of candidates; 

· Create an open and welcoming environment and establish positive rapport with candidates during the interview;
· Maintain confidentiality about Search Committee proceedings;
· Understand the goal is to make a hiring recommendation to the Hiring Manager (hiring decision remains in the realm of the Hiring Manager).

Responsibilities of the Search Committee Chairperson 
· Ensure that the Search Committee charge is understood and implemented; 

· Serve as liaison between the Committee and the Hiring Manager and Affirmative Action;
· Assist the Hiring Manager with the development of a search time line;
· Facilitate all Committee meetings;
· Coordinate advertising and recruitment efforts;
· Coordinate administrative support;
· Ensure the Committee is following established Search Procedures;
· Ensure consistent and fair handling of all candidates;
· Ensure that appropriate records and meeting minutes are maintained;
· Perform all regular duties of a Search Committee member;
· Perform other duties as requested by the Hiring Manager or Affirmative Action.
Responsibilities of Search Committee Members
· Assist in identifying and contacting potential applicants;
· Attend all scheduled Committee meetings;
· Assist in establishing operating procedures;
· Create screening documents;
· Screen applicants and select candidates for interview;
· Participate in the interview process;
· Check applicants’ references;
· Perform other duties as assigned by the Chairperson.
Responsibilities of the Affirmative Action Officer

· Assist the Hiring Manager with the defining of duties, responsibilities, expectations, minimum qualifications, expected salary range and expected date of employment;

· Give final approval of all announcements prior to posting;
· Assist in identifying the proper recruitment and advertising avenues;
· Provide guidance regarding the search process and candidate management;
· Approval of both in person and telephone interviews;
· Approval of hiring recommendation before offer may be extended.

Recruitment Best Practices

In order to attract a well-qualified pool of applicants, it is necessary that Search Committees not only advertise, but also actively recruit potential applicants. The goal of recruitment is to attract a diverse pool of well-qualified applicants who are able to meet the department’s needs, and then hiring the best candidate. 
The following best practices may help you better attract qualified individuals:

· Contact Colleges and universities with large minority enrollments and historically black, women’s or predominantly Hispanic or tribal Colleges. Colleagues at other institutions may be willing to refer recent graduates and spread the word about your vacancy;
· Contact community organizations, civic groups, and professional or scholarly associations that you or others in your department or Committee are in contact with;
· Network at conventions and within your own department. Ask faculty and staff within your department for referrals;
· Contact recent Ph.D. recipients on lists you can obtain from universities;
· Advertise in multiple places, such as minority/diversity Web sites, job banks, relevant journals and publications. Be sure your ad is reaching your target audience. 
You may notice that many of the best practices above are free or of little cost, and can significantly impact your recruitment efforts.

Scope

It is important to consider the scope of advertising. The Office of Affirmative Action defines the scope of searches as:

External: The position is open to all Brockport employees and to the general public.  Typical recruitment period is four weeks for all positions of an SL-3 or title of Assistant Director or higher.  Please consult with Affirmative Action to determine the appropriate length of time for your posting.      
Internal: Open to all Brockport employees who meet the minimum qualifications. This includes State, BASC, Research Foundation and the REOC.  These individuals have inside knowledge of campus operations.  Current employment at The College at Brockport is a pre-requisite when applying for these positions and will be approved on a limited basis. Typical recruitment period is two weeks.  

Suggested Publications 

This is not intended to be an exhaustive list, and other venues will be considered as appropriate.
External Searches at Assistant Director level or above: The Chronicle of Higher Education (www.chronicle.com), Hispanic Outlook in Higher Education (www.hispanicoutlook.com), Diverse Issues (www.diverseeducation.com), Insight Into Diversity (www.insightintodiversity.com)

Other sources for External Searches: Rochester Democrat and Chronicle, Syracuse Post Herald, Buffalo News (typically Sunday classifieds are the best option for these papers), The Challenger, The Minority Reporter/LaVoz.
Internal: Departmental and College-wide postings
Regardless of which sources are utilized, special attention should be paid to the publication dates of advertisements. The advertisement should coincide with the commencement of the posting on the online recruitment system. This will allow for a greater number of potential applicants to view the advertisement and to apply. It will allow time for Affirmative Action to recommend alternative means of advertising, should the initial efforts fail to attract a viable pool. Additionally, it will help to avoid the potential error of advertising prior to the posting being available to accept applications at the online recruitment system. 
Advertising and Recruitment Plan
Hiring Managers, and Search Committees if so designated, are responsible for coordinating and completing the major portion of advertising required. An Advertising/Recruiting Plan (see Appendix G) must be completed and submitted to Affirmative Action for approval at the commencement of the search. If necessary, the Office of Affirmative Action will consult with you to identify the appropriate recruiting and advertising venues.

All announcements should advise candidates to apply online at https://www.brockportrecruit.org, and should indicate that we are an equal opportunity and affirmative action employer (EOE/AA). 

The Office of Affirmative Action will assist in your recruitment efforts by continuously networking with professional contacts, posting national announcements on HigherEdJobs.com, InsideHigherEd.com and The Registry (faculty only) Web sites, e-mailing all announcements to the faculty staff list serve and to the appropriate affirmative action contacts, and posting announcements in the Human Resources office. 
Current spending guidelines are as follows:

· $2,000 for non-teaching professional searches (only line ads will be approved for print media for these searches)

· $6,000 for faculty searches

· Provost/VP Review – Deans, AVP’s and VP’s – to be developed as needed.
These spending guidelines include all recruitment costs (e.g., travel, food and beverage, etc.). Therefore, it is important to consider the cost of individual advertisements prior to placing them. In general, newspapers and journals charge per word or square inch of copy. Brevity should be used when possible. 

Example:

Financial Aid Rep: Full-time, one year position. For complete details or to apply, visit: https://www.brockportrecruit.org. EEO/AA 
Be sure to include your ad copy when submitting your Advertising/Recruitment Plan. 

Upon approval from Affirmative Action, the Committee may contact Graystone Group Advertising to place advertisements, coordinating with the posting date to the online recruitment system. Advertisements are not to be placed without prior approval. 

Graystone Group Advertising
As of October 2001, The College at Brockport, State University of New York negotiated a contract with Graystone Group Advertising for classified advertising services. This contract allows faculty and staff to place job vacancy advertisements in local, regional and national publications at a reduced cost and with a consistent look, in keeping with our new marketing materials. 

Phone: (800) 544-0005 
Fax: (203) 254-2590 
E-mail: ads@graystoneadv.com
Rate reductions apply to: About Time Magazine, Binghamton Sun Press, Diverse Issues in Higher Education, Buffalo News, CareerPath.com, Chronicle of Higher Education, Hispanic Outlook, Rochester Democrat and Chronicle, and Syracuse Herald. Graystone Group has The College at Brockport, State University of New York logo and tag lines ready for inclusion with the ads. If you have received approval to advertise from your Dean or Director, Vice President, and the Affirmative Action Office, and will be placing a job vacancy notice in one of the publications or online service listed above, please follow this process: 
· E-mail or fax a copy of your ad to Graystone with a list of the publications in which the ad is to be placed (e-mail will be quicker and easier for Graystone). Ad copy is to be approved by Affirmative Action prior to contacting Graystone.
· Within a brief period of time, Graystone will e-mail or fax to you a copy of how the actual ad will appear, along with the cost of the ad for each publication that was specified.
· Proofread the ad and make revisions, if any, and review the cost of the ad for each publication. 
· Display ads should only be run for positions at Assistant Director/Chair level or higher.
· Contact Graystone with your decision regarding the publications in which you would like the ad to appear, and any revisions to the ad.
· Provide Graystone with a Requisition Number.
· Request that Graystone submit the invoice and tear sheet to the Office of Procurement and Payment Services and reference the requisition number on the invoice.
· Forward the requisition immediately after placing the ad(s) to the Office of Procurement and Payment Services with an account number and authorized signature. 
Please contact the Affirmative Action Office (585) 395-2109 or Procurement Payment Services (585) 395-2768 with questions regarding this procedure.

An integral part of the search process is candidate management. Public perception of the College is affected by how we manage both the hired and non-selected candidates. The following information is to be used in addition to the Search Procedures to effectively manage the search.

Timeline
At the onset of the search, a timeline should be established. This will allow for initial scheduling of Committee meeting and the establishment of target dates. A Committee has a greater chance of avoiding unexpected delays if a timeline is established at the onset of the search. Here is a sample timeline for an External Search.

Week 1 - Committee is charged, posting is reviewed, operational procedures established and advertising is completed.
Week 2 - Committee meets and creates initial screening documents, interview questions, telephone reference questions, etc., and submits all for approval.

Week 3 - Committee begins to review candidates using the initial screening documents.
Week 4 - Online posting closes. Committee reviews remainder of candidates, meets to deliberate and requests interviews.
Week 5 - Interviews are approved by chain of command, non-selected candidates are notified by Affirmative Action, and selected candidates should be interviewed within a 2 week period.
Week 6/7 - Interviews are completed, Committee conducts telephone references, deliberates and recommendation to hire is submitted.e A c 

Week 8 - Offers extended. Remainder of non-selected candidates is notified.
Of course, every search is different. Internal searches should have a shorter timeline than External searches. For example, a Internal search may take only six weeks to complete, rather than eight. Consult with Affirmative Action if you reasonably cannot complete your search within the guidelines above.

Operating Procedures
In addition to the Search Procedures outlined by Affirmative Action, the Committee should establish basic operating procedures at the first Committee meeting. Items to decide may include: 

· What constitutes a quorum?
· How will candidates be recommended; majority rule or unanimity?
· How many candidates will be recommended?
· When will references be conducted?
· What will the interview process entail?
This is not meant to be a comprehensive list of possible operational issues. Your Committee should set forth basic operational guidelines before proceeding with the search. These guidelines are to be submitted after the first meeting to the Office of Affirmative Action.

Receiving Applications & Acknowledgement of Receipt

Applications are collected at the online recruitment system, commencing with the posting of the requisition; once it has been approved by the Hiring Manager, Dean/Director, Vice President, and Affirmative Action. 
When applying online, applicants will be asked to complete the following steps:

1. Create a user name and password


2. Fill out an application


3. Apply the application to a posting


4. Answer specific questions (as set forth by the Search Committee Chair, Hiring Manager 
Vice President, Dean or Director)


5. Upload additional documents (i.e. cover letter, CV/resume, contact information for 
three references, transcript, teaching philosophy, etc.)

Once the steps above are completed successfully and submitted, the applicant will automatically receive an acknowledgement via e-mail.

Occasionally, applicants will have questions on uploading their documents. Please refer these questions to the Office of Affirmative Action. We are available to walk them through uploading documents, or as a last resort, may upload the documents for them if they are e-mailed to us in an acceptable format.

Screening and Reviewing Applications
An initial screening form should be developed by the Committee using the advertised qualifications. This tool should be used to assist in the recommendation of candidates for interviews. Prior to use, the initial screening form must be submitted to the Office of Affirmative Action for approval. A sample of an initial screening form can be found at www.brockport.edu/aao/sampleratings.html.

Each Committee member will log on to the online recruitment system (https://www.brockportrecuit.org/hr) using a guest user name and password, provided to the Search Committee Chair by the Office of Affirmative Action. They will then be able to view the completed applications and additional documents of individual applicants. Each Committee member will complete an initial screening form for each applicant.

Requesting Interviews
After screening and reviewing the applications, the Search Committee shall meet and deliberate to recommend candidates for interviews to the Hiring Manager. The recommendation to interview should be submitted through the chain of command to the hiring manager/department chair, director/dean, VP and to AA for approval. (Faculty searches do not submit the request to the provost.) The recommendation should include a cover memo with the dispensation of all candidates, identifying whether they are being recommended for an interview, under future consideration, or not qualified. A reason should be stated for all candidates deemed not qualified. All the initial rating sheets, whether or not a candidate is recommended for an interview, telephone rating sheets, if applicable and detailed minutes from the deliberation should be sent with the memo. 
When deliberations yield more than four (4) qualified candidates, telephone interviews should be conducted, to reduce the number of candidates for campus interviews to three (3) to four (4). Requests to conduct telephone interviews should be approved by AA, prior to contacting candidates.

When interviews are approved, Affirmative Action will notify the Search Chair. At that time, statuses of the remaining candidates will be updated in the online recruitment system. 

Search Committees may opt to conduct telephone interviews with candidates prior to requesting on-campus interviews. In this instance, the Committee shall submit a memo with the request to be forwarded through the chain of command to the Hiring Manager, Dean/Director, Vice President, and lastly Affirmative Action for approval. Accompanying the request should be the rating sheets for all candidates. Additionally, the telephone interview rating sheets, along with a synopsis of the telephone interviews, shall be submitted when the Committee requests on-campus interviews. 
Updating Candidate Statuses
It is imperative that candidates be kept aware of their status as your Committee moves through the search process. Candidates that are not selected for interviews and will not be considered at a later time should be contacted as soon as possible. Affirmative Action will facilitate this by sending a not-selected e-mail via the online recruitment system when the request for interviews is received. If there are candidates that are still under consideration, but not selected for interviews at that time, this should be notated in the request for interviews so that Affirmative Action may send them the proper e-mail. This allows for the candidate to be aware of their status and for the Committee to revisit their application should the need arise. As soon as practicable, these candidates should be notified when they are no longer under consideration. 

Contacting Candidates for Interviews
One of your first interactions with the candidates will be contacting them for an interview. This is generally arranged via telephone. If you cannot contact the person by telephone, it is acceptable to send a follow-up e-mail requesting a response by an indicated timeframe. If you are unable to contact a candidate, Affirmative Action will require evidence that an acceptable effort was made.

Please bear in mind that the person calling the candidates should be equipped to handle any questions about the position, parking, and directions, who to contact when they arrive on campus, travel arrangements and itinerary. More information on travel and lodging reimbursement can be found on the Procurement and Payment Services web site: www.brockport.edu/pps. Travel and lodging expenses are paid only for external searches.

Acceptable interview times should be investigated up front, so that the Hiring Manager, Search Committee members and any other parties are available at the necessary times. Be prepared to work with your candidate to find a time that best serves both parties. 
The candidate should be given a verbal itinerary so they have some idea of how the day will unfold. It can be extremely daunting to walk into an interview by committee when you were expecting a one-on-one interview with the Hiring Manager. If the itinerary is lengthy and the candidate will be meeting with multiple parties; it is acceptable to send an electronic itinerary. Be sure to provide the candidate a hard copy when they arrive on campus. 
Announcement of Candidates
Some searches will require that a candidate meet with multiple constituents and be announced to the campus community. If your search falls into this category, be sure to consult with the candidate before announcing their candidacy. The failure to do so can have negative effects including jeopardizing the candidate’s current employment, and damaging our reputation with the prospective candidate. Additionally, consulting with the candidate will allow for them to alert their current employer prior to the announcement, or withdraw their candidacy.

Interviewing Candidates 
· Interviews may not be conducted until approval is received from Affirmative Action. 

· Prior to conducting interviews, committee members should participate in Behavioral Interview Training.  

· The Search Committee will establish an interview itinerary. This itinerary must be consistently applied to all candidates invited for interviews. The Committee should determine what will be expected of the candidates during the interviews and advise candidates accordingly so they can be prepared. 
· At a minimum, the candidate should meet with the Search Committee and the Hiring Manager/Department Chair or Dean/Director as part of the itinerary. 
· Candidates should be given Candidates’ Guides and benefits information as part of the interview process. These will be provided by Affirmative Action upon approval to interview.
· Responses to questions should be notated on the rating forms by the selected Committee member for interviews and telephone interviews. These tools are to be used when recommending candidates for hire.
References
It is best practice that the Committee makes no recommendation to the Hiring Manager before checking professional references of the finalists. References can be a means to confirm what the candidate told you in the interview. Often, academic searches will have obtained letters of reference as part of the application package. These are permissible, but it should be noted that only original letters are acceptable. Copies or facsimiles are not to be deemed official.  Follow up telephone references in addition to letters of recommendation are encouraged.
When it is not practical to request letters of reference, it is recommended that the Committee conduct telephone references post interview. As part of the operating procedures, Committees should decide which candidates they will check references for (i.e.; all interviewed candidates or finalists only). Also, the Committee should determine how many members will participate in the telephone call. Affirmative Action requires that a minimum of two members be on the call. The Committee must also determine how many references to check. A minimum of two will be accepted by Affirmative Action with any hiring recommendation. The hiring recommendation must include supervisory references, most recent supervisor is preferred.  Three is generally considered the professional standard. Finally, as with the interviews, all telephone reference questions must be submitted and approved by Affirmative Action prior to use. Referee responses are to be noted and submitted to Affirmative Action at the close of the search. 
Please note, similar to the practice of notifying the candidate when an announcement of candidacy will be made, it is best practice to notify the candidate before contacting professional references.

Recommendation to Hire
Upon completing the reference checks, the Committee shall deliberate and make a recommendation to the Hiring Manager. This recommendation should include a memo stating the Committee’s recommended outcome for all interviewed candidates. Accompanying the memo should be a breakdown of the strengths and weaknesses of all interviewed candidates, the interview rating sheets, and telephone reference sheets if applicable. Upon acceptance, the Hiring Manager should forward the request for approval to the appropriate Dean/Director, Vice President, and lastly the Office of Affirmative Action for approval.

Extending Offers
Typically, offers are extended by the Director or Dean. No offers are to be extended without approval from the Office of Affirmative Action. The salary must be within the range stated in the posted announcement. For exceptions on salaries, contact the Director of Human Resources. At the time the offer is extended, the Director or Dean should review the Benefit Summary provided by Affirmative Action with the candidate. The Hiring Manager should also complete an Offer Summary Form (http://www.brockport.edu/aao/forms/) and obtain the candidate’s signature as proof of acceptance of the offer. A faxed copy is acceptable. It is not uncommon for a candidate to request time to consider your offer. Be sure to set a firm date by which you must hear from the candidate, or consider the offer rejected. This will allow you to move to alternate candidates in a timely manner.

Appointment Paperwork
Upon acceptance of an offer, the department should forward to the Office of Affirmative Action the following:
· Completed Appointment Form

· Completed Offer Summary Form

· A copy of the candidate’s resume

· Any letters of recommendation received

· An official transcript (appointments cannot be processed until this is received)

· Signed copy of application (may be submitted on first day of employment)

Regrets
Once the Office of Affirmative Action has received the appointment paperwork, confirming a candidate has been hired, the search will be closed in the online system. The online recruitment system will send system-generated e-mails to any remaining candidates, indicating that they were not selected for the position. This is a very generic e-mail. It is best practice for the Hiring Manager to send correspondence to any candidates that were interviewed, but not selected. This will help to maintain a positive image of the College in the candidates mind, and may prompt good candidates to apply for future positions. 
It is important not to discuss specifics with candidates as to why they were not selected versus the candidate who was hired. Inquiries of this nature should be referred to the Office of Affirmative Action. 

Closing the Search
When a candidate has accepted an offer, the Search Committee should forward any remaining documentation to the Office of Affirmative Action for storage. This includes meeting minutes and any screening instruments used during the search. If you are unsure of the materials to store, do not discard any materials before consulting with Affirmative Action. 
APPENDIX A
The Historical Basis for Equal Employment Opportunity and Affirmative Action

Equal employment opportunity is a right of all people and is the responsibility of every employer, both public and private. The most important state and federal laws that apply to The College at Brockport, State University of New York and provide the legal basis for equal employment opportunity and affirmative action are summarized below.
A. Civil Rights Act of 1866 
The Civil Rights Act of 1866, which protects all persons from discrimination because of their race or national origin, was enacted shortly after the abolition of slavery. This law provides protection in situations not specifically covered by the Civil Rights Act of 1964. 
B. Executive Order 11246
Issued in 1965 and amended by Executive Order 11375, this executive order, and the regulations implementing it, require all federal government contractors or sub-contractors which employ 50 or more employees (such as The University of Iowa) to have written affirmative action plans, and to make special efforts to correct the effects of past and present discrimination. The affirmative action plan must contain an analysis of the current workforce as it compares to the availability of women and minorities in the general labor pool. 
C. Equal Pay Act of 1963
This act is an amendment to the Fair Labor Standards Act of 1938. It prohibits sex discrimination in the payment of wages and fringe benefits. It was amended in 1972 to include executive, administrative, and professional employees, including faculty. 
D. Civil Rights Act of 1964
Title VI of the Civil Rights Act states: "No person in the United States shall, on the grounds of race, color or national origin, be excluded from participation in, or be denied benefits of, or be subjected to discrimination under any program or activity receiving Federal financial assistance." 

Title VII of the Civil Rights Act essentially provides that it is unlawful for an employer with 15 or more employees "...to limit, segregate, or classify his employees or applicants for employment in any way which would deprive or tend to deprive any individual of employment opportunities or otherwise adversely affect his status as an employee, because of such individual's race, color, religion, sex, or national origin." 

Title VII was later amended to empower the Equal Employment Opportunity Commission (EEOC) to administer the law. The amendment also extended the EEOC's jurisdiction to include public employers as well as private employers. 
Title IX of the Education Amendments to the Civil Rights Act (1972) prohibits sex discrimination against students or employees at any educational institution receiving federal funds, and further requires such institutions to make every effort to treat men and women equally. 

In total, the Civil Rights Act of 1964 prohibits discrimination in hiring, promotion, salaries, benefits, training, treatment of pregnancy, and other conditions of employment on the basis of race, color, religion, national origin, or sex. These protections are offered regardless of the citizenship status of the applicant or employee. 
F. Age Discrimination in Employment Act of 1967
The ADEA prohibits employers from discriminating in advertising, testing, promotions, benefits, and conditions of employment on the basis of age against anyone over the age of 40. The act is enforced by the EEOC. 
G. Rehabilitation Act of 1973, Sections 503 and 504
Enforced by the Office of Federal Contract Compliance Programs, Section 503 of the Rehabilitation Act prohibits discrimination against any qualified employee or applicant because of a physical or mental disability. Section 503 also requires affirmative action by federal contractors and sub-contractors (contracts in excess of $2,500) in the hiring of people with disabilities. 

Section 504 of this Act prohibits discrimination against any qualified applicants, students, or employees on the basis of disability in all programs and activities receiving federal funds. 
H. Vietnam Era Veterans’ Readjustment Assistance Act of 1974
The act prohibits discrimination in employment practices on the basis of either disabled veteran status or Vietnam-era veteran status. It also requires that employers take affirmative steps to employ and promote qualified disabled veterans and Vietnam-era veterans. 
I. Age Discrimination Act of 1975
This legislation prohibits discrimination on the basis of age in programs and activities receiving federal funds. 
J. Americans with Disabilities Act of 1990
The ADA is comprehensive legislation that prohibits discrimination against individuals with disabilities in private and state and local government employment; public accommodations; public transportation; state and local government services; and telecommunications.
K. New York State Human Rights Law 

It shall be an unlawful discriminatory practice for an employer or licensing agency, because of the age, race, creed, color, national origin, sexual orientation, military status, sex, disability, predisposing genetic characteristics, or marital status of any individual, to refuse to hire or employ or to bar or to discharge from employment such individual or to discriminate against such individual in compensation or in terms, conditions or privileges of employment. 

APPENDIX B
SUNY College at Brockport

Human Resources Department

Position Request Form
Instructions:

This form must be completed when requesting or creating new positions, refilling vacant positions, reclassifying positions, or requesting salary increases. 


To justify unclassified staffing requests attach Job Description Form.

To justify classified staffing requests attach Job Description. Forms are found at: http://www.brockport.edu/hr/forms/ 

Routing:

Submit through divisional administrative chain to Provost/Vice President. Provost/VP will forward all approved recommendations to Budget Office/HR for final submission to President’s Cabinet.
Position Information:
	Budget Title:
	     
	Item (Line) #:
	     

	Dept:
	     
	Account #:
	     


Action Requested:
 FORMCHECKBOX 
Create New Position       FORMCHECKBOX 
Refill Vacant Position       FORMCHECKBOX 
Reclassify    
 FORMCHECKBOX 
Increase Salary from $      to $          FORMCHECKBOX 
 Temp position for a duration of 6 months or more

Recommended Salary Range $      to $     
Professional Staff Recruitment Range: 

 FORMCHECKBOX 
 NO SEARCH (or)  Internal   or   External   
Using space provided below, answer questions as appropriate to your request.

1. For salary increases and reclassifications, describe how you would reallocate divisional resources to accommodate this request? 
2. For a new position, are you reallocating divisional resources or requesting new funding?

3. If refilling a vacant position, please indicate line number and/or previous incumbent of position to be refilled. 

Note: for reclassifications and salary increases, highlight changes in responsibility on the Job Description Form that justifies the request.

	     


Requested by:





Date:

	     
	     




Unit Head

Requested Professional Obligation:

 FORMCHECKBOX 
 Academic Year (faculty only)  
 FORMCHECKBOX 
 Calendar Year (12 mth)
 FORMCHECKBOX 
 College Year (10 month)

	
	Signature
	Date
	Approve
	Deny

	Director/Dean/
Asst VP/Assoc VP
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Provost/Vice President
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Budget Office
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Human Resources Director
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	President
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 



Note:

Processing of this form will be delayed if all appropriate signatures are not obtained prior to submission to Human Resources. Incomplete forms will be returned to the originating department.

APPENDIX C

	09/06           SUNY College at Brockport                       Agency: 28150                                         
               Office of Human Resources                       Loc Code:  FORMDROPDOWN 
 (For Classified Service Requests)

                Job Description Form      
                


	I. Identifying Information

	1. Employee Name:
	     
	2. Department: 
      

	3. Supervisor Name & Title:
	     
	4. Contact phone number:
      

	5. Present Budget Title/ Salary Level or Grade:
	     
	6. Title Code:      
	7. JC for Classified Titles:  FORMDROPDOWN 

	8. If different, Present Local Title:
     

	9. Requested Budget Title/ Salary Level or Grade:
	     
	10. Title Code:      
	11. JC for Classified Titles:  FORMDROPDOWN 

	12. If different, Requested Local Title: 
     

	13. Current Appt Type:
 FORMDROPDOWN 

	14. Line number:

     
	15. Full-time  FORMCHECKBOX 

Part-Time  FORMCHECKBOX 
 
	16. Neg. Unit:

 FORMDROPDOWN 
  
	17. For HR use only: FLSA: 
 FORMCHECKBOX 
 exempt  FORMCHECKBOX 
 non-exempt


	II. Position Summary (Briefly describe this position. This summary should be an overview of the position and no more than seven to ten sentences.)


     
	III. Job Functions (Percentage of time for essential and secondary responsibilities must total 100 %. See instructions.)


A. Essential Responsibilities – List the critical functions of the job and approximate percentage of time spent on each.
     
B. Secondary Responsibilities -- List minor duties that are performed in support of essential responsibilities and percentage of time spent on each.
     
C. For Promotions and Salary Increases Only – List permanent, additional duties and responsibilities. (To be completed if not included in memorandum of justification.)

     

	IV. Required Knowledge Skills and Abilities (Detail the level of skill, knowledge and ability required to perform essential functions of the position. See instructions.)


     
	V. Qualifications (Include the amount of experience and type of background, degrees, licenses, certifications and whether preferred or required. See instructions.)


     
	VI. Organizational Relationships (Show for this position the type of supervision received and the type of supervision, if applicable, that this position will exercise over others.)    FORMCHECKBOX 
 Attach an organization chart


     
Date Developed:      
Date Revised:        
	VI. Signatures

	Supervisor:
	
	Date:
	

	Dept. Head:
	
	Date:
	


APPENDIX D


Search Procedures for Faculty and Professional Searches

Step 1:  Position Request and Approval/ Posting a Vacancy

Position Request-For new positions or refill of vacant positions, department head/chair or the dean/director completes a Position Request Form and Job Description Form and submits it to the appropriate vice president.  All new positions must be approved by President's Cabinet.  See Position Management Policy. It is not necessary to submit this paperwork for positions approved via the Faculty Allocation Model. 

Approval/Notification-Once approved by President's Cabinet, Affirmative Action (AA) receives approved Position Request and Job Description Forms.  AA contacts the originator of the request and notifies them of approval.  A Search Start up packet is sent to the hiring manager.

Forming a Search Committee-After consulting with AA regarding the composition of a search committee; the hiring manager appoints a search chair and the search committee members.  A committee of three to seven diverse individuals is appropriate for most searches.  The number of members should be in direct proportion to the level of responsibility and scope of the position.  For example, an entry level staff position may have a search committee of three (3) members, with the hiring manager acting as the search chair; while a search for a director position with campus wide responsibilities may have up to seven (7) committee members.   Search committee members should be selected from individuals who will be impacted by or have interaction with the new employee.   College Senate Representatives are required for some searches (view policy).    

People Admin Accounts-The hiring manager/department chair and search chair or administrative support person request an account for the online recruitment system, PeopleAdmin.  The hiring manager and search chair then schedule an informational meeting with AA to review the search start up packet, posting process, search process, general Q&A. 

1st Committee Meeting-The hiring manager/department chair meets with the search committee and charges the committee at the first meeting.  Details of the job description and requirements are reviewed and clarified with the committee.  The committee may be asked to supply feedback on these items. (Refer to the Search and Recruitment Handbook for tips on charging the committee).  One member of the committee should be appointed to record committee meeting minutes and handle administrative tasks (e.g. contacting candidates or referees to schedule interviews, travel arrangements); it is also acceptable to utilize a non-voting support person.  General operating procedures, confidentiality of information and a timeline should be established at the first committee meeting. Inform AA of your timeline via email. If requested a representative from AA will attend the first committee meeting.  All participating in the search process should read the Search Procedures and the Search and Recruitment Handbook.

Posting the Announcement- The hiring manager or search chair or support person enters the posting information and routes for approval via the online recruitment system (PeopleAdmin at https://www.brockportrecruit.org/hr). The hiring manager is notified via email when the job is posted on the web site.  The search chair receives a guest user name and password to view the posting and applicants, provided by AA. The search chair distributes this to the committee members. 

Resources: 
Creating a User Account for PeopleAdmin
Guidance on the Size of Search Committees 
Search and Recruitment Handbook
Requisition Worksheet

Step 2: Advertising

Completing the Advertising/Recruiting Plan-The hiring manager or search chair/committee will develop the Advertising/Recruiting Plan.  Contact Graystone Advertising for costs/quotes on advertisements.  Record the costs in section A of the Advertising/Recruiting Plan   Submit the plan with ad copy through the chain of command to AA for approval. Ad copy should direct applicants to apply at https://www.brockportrecruit.org.  (It is helpful to complete this step in conjunction with Step 1. This will allow you to advertise as soon as possible after the job is posted on the recruitment website.)  The Advertising/Recruitment plan must show diversity recruitment efforts.   All questions should be answered and sections should be completed.  If you need assistance completing the plan, contact AA. Incomplete plans will be returned for completion.  

Payment-Once received and approved by AA, the plan is sent to Budget.  They will assign a recruitment account number and email it to the search chair. This recruitment account number is to be used on all requisitions related to recruitment costs. Obtain requisition numbers from Procurement and Payment. Submit completed requisitions to Procurement and Payment.  The College at Brockport Visa cards should not be used for payment of ads. 

Placement of ads-AA will place the ad on higheredjobs.com , The Daily Eagle and with Affirmative Action contacts.  The committee contacts Graystone to place print ads.  The committee places web or list serve advertisements, which are not serviced by Graystone. 

Resources:
Affirmative Action Advertising/Recruiting Plan
Suggested Publications for Advertising
Advertising Job Vacancies with Graystone Group Advertising
Diversity Resources
Step 3: Screening of Applications

Develop Screening Materials-The committee will develop rating worksheets for initial screening of applications, questions for telephone interviews (if applicable), questions for telephone references, and questions for interviews.  Interview questions should be developed using the Behavioral Interview Method (The committee should view Behavioral Interview Training at http://brockport.edu/q/E8z or contact Christa Aldrich at x5938).   These items should be submitted to AA for approval before use.

Initial Screening-The committee may begin to screen applicants at www.brockportrecruit.org/hr as soon as the initial screening worksheet is approved. Each committee member will log on using the guest user name and password and complete one rating sheet for each candidate. The committee member should complete the rating for every candidate prior to deliberating and making recommendations for interviews.  After the posting closing date, the committee should meet, deliberate and make recommendations to interview.   

Telephone Interviews-When deliberations yield more than four (4) qualified candidates, telephone interviews should be conducted, to reduce the number of candidates for campus interviews to three (3) to four (4).  Requests to conduct telephone interviews should be approved by AA, prior to contacting candidates.   

Submit Request to Interview-The recommendation to interview should be submitted through the chain of command to the hiring manager/department chair, director/dean, VP and to AA for approval.  (Faculty searches do not submit the request to the provost.)  The recommendation should include a cover memo with the dispensation of all candidates, identifying whether they are being recommended for an interview, under future consideration, or not qualified.  A reason should be stated for all candidates deemed not qualified.  All the initial rating sheets, whether or not a candidate is recommended for an interview, telephone rating sheets, if applicable and detailed minutes from the deliberation should be sent with the memo.  

Interviews Approved-Once AA has reviewed and approved the request; the committee will be notified and may schedule interviews. AA may request that the committee interview protected-group applicants meeting minimum qualifications. AA will send the appropriate number of Candidates Guides for distribution to candidates at the campus interview. 

Resources: 
Sample Rating Sheets
Behavioral Interviewing
Sample Request to Interview
Sample Dispensation of Candidates
Step 4: Interviewing and Reference Checks

Request Official Transcripts-When scheduling interviews candidates should be requested to send an official transcript showing highest degree earned, if they have not already done so, or bring one to the interview.  An official transcript will be in a sealed envelope from the granting institution.  Transcripts received in opened or unsealed envelopes may have been compromised and are not acceptable.  Human Resources is unable process an appointment without an official transcript. 
Create Itinerary-Prior to visiting campus, candidates should be provided with an interview itinerary.  Candidates should be notified ahead of time if they will be required to perform an exercise, presentation or research demonstration and if an open forum will be part of the interview process.  Open forums are recommended only for filling vacancies of campus wide directors and above.  Candidates must be contacted ahead of time and informed that their candidacy will be made public, prior to announcing their candidacy or open forum.  

Conducting the Interview-During the interview, one member of the committee should question the candidate using the approved behavioral interview questions.  Another member should have the main responsibility for ensuring relevant follow up questions and no improper/illegal questions are asked.  Other members of the committee are encouraged to take notes. One member should be designated as the official scribe and be responsible for taking detailed notes.   Upon completion of campus interviews, the committee should review their notes with the scribe to create an official record of the interview.  All committee members should sign this document. 

Reference Checks-The committee conducts telephone reference checks on finalists. References should be contacted for all interviewed candidates.  The referees provided by the candidate should be checked first.  If you wish to contact referees other than those provided, you must consult the candidate first.  For faculty searches letters of recommendation may be requested; however, follow up telephone reference checks are encouraged.  At least two (2) committee members must be present for each telephone reference call.  Two (2) to three (3) references are generally sufficient and should include recent supervisors. A supervisory reference is required for any candidate recommended for hire; the most recent supervisor is preferred.    
Resources: 
Unacceptable Interview Inquiries
Step 5: Recommendation to Hire

Recommendation to Hire-After conducting telephone reference checks, the committee should meet, deliberate and create a summary of job related strengths and weaknesses for each candidate.  The recommendation to hire should be developed based on the strengths and weaknesses summary, signed by each member of the search committee and forwarded for approval through the chain of command, along with the responses from the behavioral interview questions, and telephone reference sheets.    

Hire Approved-Upon review and approval; AA will notify the search committee chair and hiring manager. Typically the hiring manager extends the offer, for professional searches.  For faculty searches, the dean extends the offer.  The hiring manager or dean should review the "Information to Review with Candidates" guide that was received in the search start up packet.   The candidate should be provided with an Offer Summary Form and return the signed form upon acceptance. 

Offer Accepted-When a candidate has accepted an offer, please notify AA.  The hiring manager sends the completed Appointment Status Change Recommendation Form, Offer Summary Form, Official transcript, resume, and signed application to AA for processing.  Please alert AA if the new hire will need assistance obtaining a visa or green card.   

Notifying Non Selected Candidates- The hiring manager or department chair notifies interviewed candidates that were not selected by formal letter (see Letter Template) and alerts AA when this has taken place.  AA will then notify all other non selected candidates via email.

End of Search-The committee should send any remaining rating sheets, meeting minutes, or other search materials to AA for storage. 

Resources:
Sample Recommendation to Hire
Sample Summary of Candidate's Strengths and Weaknesses
Appointment Form
Offer Summary Form
Letter Template
APPENDIX E
SEARCH WAIVER
Department: ___________________________  Date: ____________     
Position: _________________________________________________________     
Full-time  FORMCHECKBOX 

Part-time  FORMCHECKBOX 
 

(include adjuncts with more than 2 courses per semester) 

REASON FOR WAIVER REQUEST: 

	     



INDIVIDUAL APPOINTED: _______________________________________________  
DATES:  FROM: ___________________  To: ________________________

Is this a request for a permanent Search Waiver?  YES  FORMCHECKBOX 
  NO  FORMCHECKBOX 

If YES, explain:

	     



Dept. Head/Chair ______________________________ Date _____________ 

Dean/Director _________________________________ Date_______________ 

VP _________________________________________ Date _______________ 


Affirm. Action Officer ____________________________Date ______________ 

President _____________________________________Date_______________

Please Note: Search Waivers are granted for a maximum of one (1) year for emergency appointments only (unless otherwise authorized). In order to comply with the stipulations of the waiver, a Professional/Classified Staffing Position Request Form should be submitted within 6-9 months of waiver expiration (if the position is expected to continue beyond the end date listed on the waiver).

The Professional/Classified Staffing Position Request Form can be found on the Affirmative Action Web page at www.brockport.edu/aao/. 
APPENDIX F
Procedures Related to Observer/Consultants 
Resolution Regarding Faculty Senate Observer Consultants

Submitted by the Personnel Committee
Whereas:

1. The campus climate has changed since the 1983 institution of the Faculty Senate Observer Consultants (FSOCs), and

2. The Faculty Senate is primarily a policy-recommending body, not a policy-enforcing body, and

3. Middle States has endorsed our Self-Study recommendation that faculty time commitments outside of class be reduced, and

4. FSOCs as constituted, are non-voting members of Search Committees, and the FSOC does not fulfill a useful role on Search Committees, and 

5. Search Committee appointments are made and approved by the appropriate APT Committee, Dean, vice-president, and/or the president,

Upon review and recommendation of:

· The Director of Human Resources, and

· The Affirmative Action Officer, and

· The Faculty Senate Personnel Policies Committee.
Therefore be it resolved that:

1. The FSOC position be eliminated effective immediately, and that

2. The Affirmative Action Officer continue to meet with Committee members at the first Search Committee meeting to ensure that proper procedures are established and followed for all searches, and that

3. On searches for President, Vice-Presidents, Deans, Campus-wide Directors, and Human Resource Director, Affirmative Action Officer, and Assistants to the Vice Presidents, at least one Faculty Senate Representative appointed by the Faculty Senate President or said president's designee to serve on the Search Committees with voting privileges, effective immediately, and that 

4. After one year this policy will be evaluated by the Faculty Senate Personnel Committee, Affirmative Action Officer and Director of Human Resources as to its effectiveness. At that time a recommendation will be made to the Faculty Senate for continuation or revision of this policy.

Approved unanimously by Faculty Senate 12/09/02
APPENDIX G
ADVERTISING/RECRUITING PLAN 
POSITION:  






RECRUITING PERIOD: 
FROM:         
TO:             
RECRUITMENT RANGE:   
Internal**  FORMCHECKBOX 


External  FORMCHECKBOX 
 
(**Internal searches will be granted on a limited basis.)

Total recruitment costs should be within the following guidelines:

· $2,000 for non-teaching professionals

· $6,000 for faculty, chairs, assistant directors and directors
· Recruitment costs for Deans, AVP’s and VP’s will be determined as needed.   The Provost and VP’s will review and approve budgets for these recruitment plans.
SECTION A

PRINT MEDIA (NEWSPAPERS/PROFESSIONAL JOURNALS): 

Title:                               

Date:

$ Cost:

Title:




Date:

$Cost:

Title:




Date:

$Cost:
AFFIRMATIVE ACTION AND SUPPLEMENTARY RESOURCES: Your advertising/recruitment plan must contain advertising in minority/diversity publications. Please consult with Affirmative Action if you need suggestions.  

Title/Web Address:




Date:

$Cost

Title/Web Address:




Date:

$Cost

ON-LINE MEDIA: Affirmative Action will place ads at HigherEdJobs.com and The Registry (faculty positions only).  

Web Address:



Posting Dates:  From – To

$Cost

Web Address:



Posting Dates:  


$Cost

COLLEGES AND UNIVERSITIES: List individual colleges/universities and departments you will send the announcement to. (Ex: Nazareth College Dept. of Nursing, SJFC Bursar) ____________________________________________________________________________________________________________________________________________________________

PROFESSIONAL ORGANIZATIONS, AGENCIES, MEETINGS: List professional organizations and contact names you will send the announcement to. (Ex: SHRM, NAACP, SUBOA) __________________________________________________________________________________________________________________________________________________​​​​​​​​​​​​__________ 

PERSONAL CONTACTS: (Who else can help?--Previously interviewed candidates, minorities, women, veterans) ______________________________________________________________________________
______________________________________________________________________________ 

TOTAL COST OF SECTION A:  $________
Insert Ad copy here:     


B  Travel and lodging 
     # of candidates  ____  x  Estimated cost per candidate $________ = 
$_____________

C  Search committee food and beverage (list planned events and estimated cost):
    ________________________________________________      

$_____________

    ________________________________________________      

$_____________

    ________________________________________________      

$_____________

    ________________________________________________      

$_____________

    ________________________________________________      

$_____________
    Total food and beverage                                 

 

$_____________

D Miscellaneous Expense _____________________________

$_____________


E Total recruiting cost (A+B+C+D)   




$_____________

SEARCH CHAIR: ___________________________________ DATE: ___________________
DEAN/ DIRECTOR: ________________________________ DATE: ___________________

PROVOST/VICE PRESIDENT**: _____________________ DATE: ___________________

** The appropriate Vice Presidential area will be responsible for costs that exceed the stated guidelines.

AFFIRMATIVE ACTION: ____________________________ DATE: ___________________

Recruitment Account Number:_____________ (provided by Budgeting after your plan is approved)
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