EEO REQUIREMENTS AND GUIDELINES FOR EPA SEARCH PROCESSES

[image: image1.png]



SECTION 6

EEO REQUIREMENTS AND GUIDELINES FOR EPA SEARCH FORMS PACKAGE
INCLUDING:
	EEO Compliance Report fOR EPA pOSTIONS

	EEO MEMORANDUM AND EEO LETTER AND SUPPLEMENTAL PERSONAL DATA FOR EVALUATING EEO RECRUITMENT

	REQUEST FOR WAIVER OF RECRUITMENT FORM


EEO COMPLIANCE REPORT

For EPA Positions
This form is to be completed with respect to all recommendations concerning the employment or appointment of an individual to fill a new position or to fill a vacancy in an established position.  The completed report is to be submitted to and approved by the EEO Director before any offer of employment or appointment.

1. Candidate/Position Data

	Department/Unit:
	     
	College/School/Division:
	     

	Position Title:  
	     
	Name of Recommended 
Candidate:
	       

	Highest Degree 
Earned:
	     
	Effective Date (From):
	     
	Effective Date 
(To):
	     

	Race:
	     
	Gender:
	 FORMCHECKBOX 
  Male
       FORMCHECKBOX 
  Female
	Recommended Salary:
	     


2. * If salary exceeds salaries of incumbents in the same position title, please provide justification.  Use additional sheets if necessary.
3. Attach advertisement that includes a description of duties and the minimum qualification requirements for the position.

4. Sources of Advertisement:  (attach copies of letters/announcements)

	 FORMCHECKBOX 
  National professional journals and newspapers

 FORMCHECKBOX 
  Regional journals and newspapers
	 FORMCHECKBOX 
  Letters and announcements to schools

 FORMCHECKBOX 
  Professional meetings

	 FORMCHECKBOX 
  Other recruitment methods:  (List)
	     


5. List special efforts to recruit minority (i.e., Black, American Indian, Hispanic, Asian) and women candidates (e.g., professional caucuses and organizations or universities). In other words, identify the efforts taken to expand the pool of candidates to include qualified women and minorities:

	     


6. Committee (include full name, faculty rank, race and gender; identify Search committee chairperson)

	Name
	Title
	Race/Gender
	Chair?

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


7. Record of Applications

Summary Tabulation of Applicants 

 Note:  An applicant is any individual recommended, nominated or who makes written application to or is solicited by a University department, school or other employing unit for employment as a faculty or EPA non-faculty employee.

	GENDER
	HISPANIC
OR
LATINO
	BLACK OR AFRICAN AMERICAN
	WHITE NOT

HISPANIC ORIGIN
	ASIAN
	NATIVE HAWAIIAN OR OTHER PACIFIC ISLANDER
	AMERICAN INDIAN OR ALASKAN NATIVE
	TWO OR MORE RACES
	UNKNOWN
	TOTAL

	MALE
	     
	     
	     
	     
	     
	     
	     
	     
	     

	FEMALE
	     
	     
	     
	     
	     
	     
	     
	     
	     

	UNKNOWN
	     
	     
	     
	     
	     
	     
	     
	     
	     

	TOTAL
	     
	     
	     
	     
	     
	     
	     
	     
	     


8. Methods used to ascertain race and gender. (Forward an EEO Letter and/or Supplemental Personal Data for Evaluating EEO Recruitment to each applicant.)

	     


9. Record of Applicants Excluded from Consideration

A. Summary tabulation of all applicants who have been excluded from consideration (i.e., any applicant not selected for interview)

	GENDER
	HISPANIC
OR
LATINO
	BLACK OR AFRICAN AMERICAN
	WHITE NOT

HISPANIC ORIGIN
	ASIAN
	NATIVE HAWAIIAN OR OTHER PACIFIC ISLANDER
	AMERICAN INDIAN OR ALASKAN NATIVE
	TWO OR MORE RACES
	UNKNOWN
	TOTAL

	MALE
	     
	     
	     
	     
	     
	     
	     
	     
	     

	FEMALE
	     
	     
	     
	     
	     
	     
	     
	     
	     

	UNKNOWN
	     
	     
	     
	     
	     
	     
	     
	     
	     

	TOTAL
	     
	     
	     
	     
	     
	     
	     
	     
	     


B. Give specific reasons for the exclusion from consideration of all applicants.  List each applicant individually and the reason(s) for exclusion.  Please use additional sheets if necessary. 

	Name
	Race/Gender 
	Reason for Exclusion

	     
	     
	     

	     
	     
	     

	     
	
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


C. Summary Tabulation of Individuals Offered Interviews

	GENDER
	HISPANIC
OR
LATINO
	BLACK OR AFRICAN AMERICAN
	WHITE NOT

HISPANIC ORIGIN
	ASIAN
	NATIVE HAWAIIAN OR OTHER PACIFIC ISLANDER
	AMERICAN INDIAN OR ALASKAN NATIVE
	TWO OR MORE RACES
	UNKNOWN
	TOTAL

	MALE
	     
	     
	     
	     
	     
	     
	     
	     
	     

	FEMALE
	     
	     
	     
	     
	     
	     
	     
	     
	     

	UNKNOWN
	     
	     
	     
	     
	     
	     
	     
	     
	     

	TOTAL
	     
	     
	     
	     
	     
	     
	     
	     
	     


D. For each individual offered an interview but not recommended for the position, provide the information requested below (attach additional pages if necessary):

	Name
	Race/Gender 
	Reason for Exclusion

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


E. For the recommended candidate, list your reasons why you feel this applicant is best qualified.

	Reason Why Recommended Candidate is the Best Qualified

	Candidate Name
	     
	Race & Gender
	     

	     


SIGNATURES AND EEO DESIGNATION

We certify that the University’s Equal Employment Opportunity policies have been followed at each stage of the recruitment and selection process.  Documentary evidence is on file in the office of the Chairperson, Dean, Director, Special Assistant, Executive Assistant or Chancellor to support the above representations.  Please sign in proper sequence (i.e., individual making recommendation, department chair, etc.)

	
	
	     

	Individual Making Recommendation
	
	Date


	
	
	     

	Department Chair/Program Director
	
	Date


Action of EEO Director:

	 FORMCHECKBOX 
  Approved

 FORMCHECKBOX 
  Rejected
	For:
	     

	
	Name of Selected Candidate

	
	     

	
	Position Title

	

	

	Reason(s) for Rejection:



	     

	

	
	
	     

	EEO Director
	
	Date


	
	
	     

	Dean or Special/Executive Assistant
	
	Date


	
	
	     

	Chancellor/Vice Chancellor
	
	Date


EEO MEMORANDUM

The EEO Letter for Applicants requests supplemental personal data from job applicants for the purpose of evaluating equal opportunity recruitment.  The letter is to be used in conjunction with recruitment for all faculty positions and all staff positions that are exempt from the provisions of the State Personnel Act (EPA).  The business reply return envelopes should bear the following address:  

Equal Employment Opportunity Office

North Carolina Central University

Suite 304

Hubbard-Totton Building

Durham, North Carolina 27707
Email:  eeo_aa@nccu.edu 
Recommended procedures for using the EEO Letter as part of the recruitment process are as follows:

1. The requesting department or office advertises the position.

2. Applications are received and date stamped.

3. For all unknown applicants, the recruiting department/office sends the EEO Letter and return envelope. (NOTE: The title, department or office in which the vacancy exists, the date application was received and position applied for should be entered on the EEO Letter by the recruiting department/office BEFORE sending to applicants along with a reply envelope.)

4. Upon receipt of the EEO Compliance Report, the EEO Director will insert the race and gender changes and request additional information if necessary.

Questions regarding the EEO Letter may be referred to the EEO Director. 

EEO LETTER AND SUPPLEMENTAL PERSONAL DATA FOR EVALUATING EEO RECRUITMENT
(Date of Letter)

Dear Applicant:

North Carolina Central University is an Equal Opportunity Employer committed to the policies and principles of equal employment opportunity in its recruitment procedures.  To assist the University in responding to inquiries by federal and state agencies, we measure and monitor our recruitment success by evaluating personal data received from applicants.

In this connection, I would appreciate you providing the information requested on the reverse of this letter and returning it in the business reply envelope provided.  Disclosure of this information is voluntary and will be used only for legally required reporting purposes and in furtherance of equal employment opportunity.  The information provided will not be used in any way to evaluate your qualifications for the position you are seeking.

Thank you for your cooperation.

Sincerely,

Paul Forte, EEO Director
	Name:
	     
	Date of Application:
	     

	Position Applied For:
	     
	Department:
	     


Please check the information that is appropriate to you:

1. PREDOMINANT ETHNIC BACKGROUND

	 FORMCHECKBOX 
Hispanic or Latino

If you are not Hispanic, proceed to the categories below to indicate your race or ethnicity.

	 FORMCHECKBOX 

White (Not of Hispanic Origin)

 FORMCHECKBOX 

Black or African American 

 FORMCHECKBOX 

Asian
	 FORMCHECKBOX 

Native Hawaiian or Other Pacific Islander

 FORMCHECKBOX 

American Indian or Other Alaskan Native

 FORMCHECKBOX 

Two or More Races


2.
GENDER:     FORMCHECKBOX 
  Female         FORMCHECKBOX 
  Male   

3.   VETERAN:     FORMCHECKBOX 
  Yes
   FORMCHECKBOX 
  No


4.
SOURCE OF VACANCY INFORMATION:


	 FORMCHECKBOX 

Advertising; what source:
	

	 FORMCHECKBOX 

Vacancy Notice; where posted:
	

	 FORMCHECKBOX 

Word of mouth from:
	
	or  FORMCHECKBOX 
 NCCU Faculty/Staff Member

	 FORMCHECKBOX 

Other (please specify):
	

	 FORMCHECKBOX 

Invited to apply by:
	
	or  FORMCHECKBOX 
 NCCU faculty/staff member

	 FORMCHECKBOX 

If none of the above, please specify:
	


	1.  Department/Unit:
	     
	2.  College/School/Division:
	     

	3.  Position Title:  
	     
	4.  Is This A New Position?
	         FORMCHECKBOX 
  Yes              FORMCHECKBOX 
  No

	5.  Appointment Start Date:
	     
	6.  Salary (Or Range):
	     
	7. % FTE of Appointment:
	     

	

	8.  Attach the job description and Required Qualifications For This Position.

	

	9.  EPA Position Category:
	 FORMCHECKBOX 
  Administrator     

     FORMCHECKBOX 
  SAAO     

 FORMCHECKBOX 
  Tenured/Tenure Track Faculty     

 FORMCHECKBOX 
  Non Tenure Track Faculty



 FORMCHECKBOX 
  Professional w/o Academic Rank

	10.  Provide The Current Hiring Department’s Employee Count For The EPA Category Selected Above. 

GENDER AND

RACE
HISPANIC OR

 LATINO

BLACK OR

AFRICAN AMERICAN

ASIAN

WHITE (NOT OF HISPANIC ORIGIN)
AMERICAN 
INDIAN OR

 ALASKAN NATIVE

NATIVE HAWAIIN OR 

PACIFIC ISLANDER 

TWO OR

 MORE RACES

TOTAL 
GENDER

Male

     
     
     
     
     
     
     
     
Female

     
     
     
     
     
     
     
     
TOTAL RACE

     
     
     
     
     
     
     
     


	11.  Candidate For Hire:  (Please Attach Curriculum Vita/Resume of Candidate) 

Candidate Name

G/R

Interview
 Date

Current Employer*

*Employing Dept/Title

*SSN

*EPA/
SPA

     
     
     
     
     
     
     
     
     
     
     
     
     
     
* If the candidate’s current employer is NCCU, please specify the employee’s current Employing Dept./Title, Social Security # and whether the employee is EPA or SPA.

Note:  Non-immigrant visa holders must possess the appropriate visa authorization for employment with NCCU.  If this applies to your candidate, please contact the Office of International Programs at (919) 530-7912 prior to proceeding.

	12.  Indicate Any Recruitment Action Taken Prior To This Request:

	 FORMCHECKBOX 
  Advertisement/Announcement (Attach and Submit)     FORMCHECKBOX 
  Candidate (s) Interviewed 
	 FORMCHECKBOX 
  Other (Specify):   
	     

	13.  Nature of This Appointment:

	 FORMCHECKBOX 
  Interim Appointment

 FORMCHECKBOX 
  Distinguished Or Named Professor
 FORMCHECKBOX 
  Individual Named In Grant
	 FORMCHECKBOX 
  Special/Exec. Asst. To The Chancellor
 FORMCHECKBOX 
  Dual Career Appointment
 FORMCHECKBOX 
  Assistant Coach  
	 FORMCHECKBOX 
  Transfer    
 FORMCHECKBOX 
  Promotion
 FORMCHECKBOX 
  Other (Explain):       

	14.  Justification:  (Describe circumstances or qualifications that may assist in the review of request.  Attach additional sheets if required.)

	     

	15.  A.  FORMCHECKBOX 
  By signing, we understand the above-named candidate will become a full-time, permanent employee at NCCU in the position indicated.  Furthermore, we understand an offer cannot be extended to this candidate until the NCCU EEO Director and the Chancellor have approved this paperwork.  

	B.  FORMCHECKBOX 
  By signing, we understand the above-named candidate will become a full-time, interim employee for the purpose of meeting an unforeseen personnel emergency for a fixed-term of no more than one year, except in the case of an interim senior administrative appointment where the appointment will be at-the-will of the Chancellor.  For the interim appointment to become permanent, the position must be advertised in accord with EPA Requirements and Guidelines for EPA Search Processes.



	APPROVALS (Please sign in numerical order (i.e., 1, 2, 3, 4)

	
	
	
	     
	
	
	
	
	     

	(  Department Head Signature
	
	Date
	
	(  EEO Director Signature
	
	Date

	
	
	
	     
	
	
	
	
	     

	(  Dean Signature 
	
	Date
	
	(  Chancellor, Vice Chancellor,  Or Designate Signature
	
	Date
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