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COMMITMENTT TO EQUAL EMPLOYMENT
OPPORTUNITY (EEO)

“INORTH DEPARTMENT
i CAROLINA
iy CENTRAL

L *T‘T et | RESOLIRCES

North Carolina Central University is committed Egual EmploymentOpportunity. We are required, bylaw, to
recruit and hire personswithout regardto race, color, creed,national origin, sex, religion, disability, age sexual
orientationor status as a veteraifhese procedures have been establishedstare nosdiscrimination during the
recruitment and selectigmocess.

A principal objective of the Un i v e rEgualtEyn@oyment Opportunity Programand Plan is the discovery,
termination, and prompt remedy of formal or informal policy or practice that discriminates aigaiivéduals or
groups of individuals. The second principal objective of the EEO Program is to ensure tipiafgfull utilization
of women, members of racial minority groups, veterans and individuals with disabilities withiEHRA
administrative/faculty/staff of North Carolina Centridhiversity. To ensure compliance wittboth objectives,

recruitment andelection efforts will be monitored by the EBrector.

A Data regarding all recruiting effortaustbe recordedn PeopleAdmin

A Infilling all EHRA vacancies, whether attributable to the creation of new positions, vacenesablished
positions,opportunities for promotion or upon initial faculty appointmesach department or school is

requiredto ensure compliance with equal opportunity policies

No offer of employment will be extended unless the person recommending employmesttdiasd EEO
Compliance or EEO Waiver approval from the EBitector.

If the EEO Director concludes that inadequate fair and consistent employment practices wéne &€,
Director may requirethat the recruitmentprocessbe reopenedand extendedwith alternativemethods. If
disagreement between the EEO Director and the respective senior administratothexisiatter shall be

referred to the Chancellor for finesolution.

In order for our university to remain in compliance with the guidelines mandatedi®wasthfederal lawthe Office
of Federal Contract Compliance Programs (OFCCP), all departmentsmust adhereto the enclosed Human
Resources$i E ERequirementand Guidelinesfor EPA SearchA ¢ t i v Fdllawimgsthie required guidelinesvill
ensurethat we are able to collect the required statistical information for our annual EEO Program and Plan

compiled by the Office of Equal Employmédpportunity.
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EEO COMPLIANCE RERORITI CHECKLIST

Department of Human Resourceg Office of Equal Employment Opportunity

POINTS TOREMEMBERWHE
CONDUCTING ‘A SEARCH

To help search committees prepare for and conduct a search, these checklists have been prepared to
address the various components of this process. Organizing the committee, organizing teearch,
developing the position description, advertising and announcing the position, communicatingith
applicants, selecting interviewees, conducting ietviews, checking references, evaluating candidatesnd
documenting the search are all important search committee responsibilities. Making sure each aspéets
been satisfactorily addressed will help the work go smoothly and ensures a lawful search that can be
defended ifchallenged.

Organizing: theCommittee

C  Create and/or review charge to the searcbommittee.

Identify tasks to be completed by search committeshairperson.
Identify tasks to be completed by search committee asgroup.
Establishsearch committee meetingschedule.

Review expectations otonfidentiality and attendance at committeemeetings.

O 0 0 0 0

Identify the person(s) responsible for meeting minutes, applicant records, correspondentayel
arrangements, on site andff campus intervews and meetings, candidate itineraries;ompleting
and processing required search and appointment paperwork, budgetaigcounting.

C  Develop budget, including advertising and travel expenses for candidates acdmmittee
members

C  Determine where search records will be kept. Search records must be kept for three (3) years
from the date of thehire.
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EEO COMPLIANCE RERORII CHECKLIST

Department of Human Resourceg Office of Equal Employment Opportunity

PositionDescription

C  Developor review position description with the department/unit head and all members of the
search committee ldentify essential and marginal job functions for the position. ldentigquired
and preferred qualifications thatreflect performing the jobfunctions.

C  Ensure position description contains onlypb related criteria,and does notreflect bias or unlawful
discrimination based on race, color, religion, sex, age, national origsexualorientation, disability,
marital status, citizenship, or status as a militaryeteran.

Organizing theSearch

C  Consult with the Office of International Affairs regarding Visa sponsors(bif0-7712).

C  Develop timelines for search, includingpplication deadline, screening dates, intervieschedule,
and target dates for submitting recommendationgSee Section2 - Documenting theSearch)

C  Determine materials to be submitted by applicantgot all below arenecessary)
Coverletter

Resume orvitae

Letters of recommendation(numberrequired)

List of references(number required; from whom)

Transcripts

Statement of philosophygoals

Other:

=A =4 4 4 A4 -4 -

C  Address all affirmative action policies angrocedures.

1 Review advertisement language, sources, ammbstingduration.
9 Ensure inclusion of EEO and Reasonable Accommodations statements ipadtings.

9 Identify special outreach strategies to locate and encourage underrepresented persoias
apply.

1 Submit initial recruitment paperworkvia PeopleAdmirprior to posting any advertisements or
announcements. HR approval is requiregrior to anypostings.

1 Submit final recruitment paperworkvia PeopleAdmimprior to making any job offer,
conditional or otherwiseo final candidate.EEO approvais required prior to any action.

EEQompliance Report ChecHist: March 2, 2017 Page 2 of 5



Department of Human Resourceg Office of Equal Employment Opportunity

EEO COMPLIANCE ' RERORII CHECKLIST

AdvertisingthePosition

C Identify the name and address of the person to whom applications / nominations Vil
submitted. Determine mode of application. Consider if faxes or electronic vitae/resuntes
accepted by youcommittee.

C Determine the international, national, regional, and local recruiting market for the positi@RA
positions, particularly administrators and faculty, require national searches, but maglude
wider markets.

C  Develop the advertisement/announcenent. Ensure that the EEO Employer aRtasonable
Accommodations statements are included in all means ativertisement.

C Identify publications, web sites, institutions, individuals and other sources the
advertisement/announcement

C Identify additional autreach sources to attract underrepresented groups (womemijnorities,
persons with disabilities, etc.). Contact EEO fassistance.

C  Note the publication deadlines for submission of advertisements and announcemeatsd

ensure they permit the advertisemento be published for at least one month prior to theate
applicant screening is tdegin.

Submit the advertisement/announcement to the identifiedources.

Keep original copies othe advertisements and announcements from all publicatior(@cluding
electronic media) and retain with official searchecord.

Communicating.withApplicants

¢

Review guidelines for questions that can and cannot be asked of applicants. For assistandth
this process contact the EEO Direct¢530-6681).

Solicitapplications / resumes from nominated individuals who have not formally applied e
posted process.

Be courteous and responsive to all applicants who seek information about the posititre
school, department, institution and Universitgommunity.

Keep applicants informed on the progress of the seardespecially if it is taking longethan
expected)

Take care not to eliminate candidates in target groups until the committee has haal
opportunity to consider each applicant and discuss thaiandidacy.

Do not disclose any reference letters or responses to candidatésy law).

Take care to maintain confidentiality promised to applicants; adhere to timing and conditiéms
reference checks.
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Department of Human Resourceg Office of Equal Employment Opportunity

EEO COMPLIANCE ' RERORII CHECKLIST

Selectinginterviewees

¢

¢

¢

Develop a standardizednechanism for screening applications, including record keepitay
explicitly document why an applicant was screenedit.

Review materials submitted by the applicants; consider transferability oftagp p | i cant & s
experiences and skills; identify those whdo and do not meet minimungualifications.

Ensure that all applicants are evaluated on the basis of pestablished criteria related tdhe
position. Avoid extraneous comments, either orally or in notes that are not jetated.

Determine persons to banterviewed. If there are no targeted group members in the tgpoup
but one is next on the list of weljualified candidates, consider ways to add the person to thist
if possible.

Note targeted group members that were screened out of the pool and emsuhey weregiven
seriousconsideration.

Conductinginterviews

C  Design the interview process and campus visit to avoid bias or unlawdigcrimination.

C Identify all persons and groups to be involved in the intervigwocess.

C  Develop specifigob-related questions to ask each candidateAll candidates should be asked
the same questions, allowing for individualized folleup questions as needed(See Section3 -
EEO HirindTips)

C Designan interviewrating sheet. Providethis to eachinterviewerbefore the interviewand explain
the importance of completing it accurately based on jaielated criteria.
Collect rating sheets from all interviewers. Submit the forms to the official seaffdb.
Collect comments from others who interacted with eadandidate. These should bdocumented
and submitted to the official searcHile.

CheckingReferences

C  Confirm with each candidate that references will be checked, when they will be checlked
from whom (name and/or title) they will be sought. Besuteo o bt ai n candiodat eds
conduct the checks agplanned.
Identify the persons to conduct telephone and written referenahecks.
Determine the questions to be asked of each reference. Decide on specificjetatedquestions
to ask each refererme. All references should be asked the same questions, allowiiog
individualized followup questions asneeded.

C Develop alternative plans for the unavailableeference.
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Department of Human Resourceg Office of Equal Employment Opportunity

EEO COMPLIANCE RERORITI CHECKLIST

Evaluating theCandidates

C  Critically evaluate the applicant pool farepresentation of underrepresentedroups.

C If there are no underrepresented group members on the short / interview list, ensure thize
reasons are without unfair bias or unlawful discrimination. If unclear, considergealuatingor
expanding thepool.

C  Evaluate candidates on their qualifications and the full range of their strengths acaohtributions.

Selecting the FinalCandidate

¢

¢

Make the selection of the final candidate. Document all decisions, comparing credentiatsl
qualifications of thenon-finalists to thefinalist.

Approval by EEO and Human Resources must be obtaimeir to contactingthe finalist to
make an offer.

Prepare the letter of offer to the finalist, including information about salary benefieggpointment
and contract length, leave, and the date by which they must reply. (Consult wifR
Administration)

Prepare letters of norselection for the other final candidates. Do not send until yoselected
candidate has accepted youoffer.
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DOCUMENTING THE SEARCH




DOCUMENTING, THE SEARCH!

Department of Human Resourceg Office of Equal Employment Opportunit

ITEMS TO BE RETAINED IN THE SEARCH |

With regard to recordkeeping responsibilities, OFCCPegulations require that federal contractors
maintain for a period of three (3) years from the making of the recomt the personnel action, aljob
postings and advertisements, applications received, any interview notes, test and tessults, records
of job offers, and the applicationghemselves.

‘0

O 0 0 0 0 0 00000 OO0 O 0

Charge to searcltommittee.

Names, titles, departments, phone numbersf search committee members, chaind
contact person(secretary).

Copy of all published advertisements and announcements; including a list ofallirces
used.

Copy of job description andjualifications.

List of all applicantswith specified information (name, address,applicationdate, interview
date {if applicable}, final disposition) ofach.

Complete application packet (cover letter, resume, references, etc.) of eagiplicant.
Notes, rating sheets, etc. of all search committee meetings adécisions

Information on reference checks made on each applicant, including notes of pharad!s.
Copy of rating sheet used to evaluatapplicants.

Copy of standard questions asked eacipplicant.

Copy of standard questions asked eadteference.

Written comments @ written notes of comments from persons who interacted with
candidate, including evaluations of lecture or other ecampusdemonstrations.

Copy of Letter ofOffer sent to selectee.
Copy of Letter of Acceptance signed by tiselectee.
Materials submittedby applicants used to evaluate theicandidacies.

All correspondence to and from applicants, includiremails.

Documenting the Search Checkligh February 9, 2017
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EEO HIRING: TIPS

REMEMBER: THESE:
1) Ensure your hiring documentation is complete. It should includ¢he:

A Resumes of all Candidates and any evaluataia
A Copy of the jotadvertisement
A

Authorization to Conduct Backgrad Check on recommended
candidate

2) Do NOT make a job offer until approved by theChief Human
Resourcedfficer.

3) Carefully complete rejection rationales. See exampldxlow:

A Acceptable RejectioReasons:

Applicationsubmittedafterdeadline
Applicantacceptedtheremployment
Applicantdid notrespondo attemptgo contact
Applicantdoesnot meet educatiorequirement
Applicantdoesnot meet experienceequirement

Applicantmeets alfequirementandpreferences;
however applicanthaslessdirectly related experience
i né

[ SRR RPN SEFE PR G

A Incomplete RejectioReasons:

K Not asgoodasselecteccandidate

K Not a good fit (if #Afito me
requirements)

K Not competitive

A Unacceptable RejectidReasons:

L Overqualified(Neveranacceptableejectionreason)
L D o e sdantonstratenaturity (Might imply agediscrimination)
L  Wouldnotfit in (Might imply discrimination)
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4) If you have questions, CALL 5366214 or 5306681.
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EHRA SEARCHPROCESSES




EEO REQUIREMENTS AND GUIDELINESS
FOR EHRA SEARCH PROCESSES

PROGRAM OBJECTIVES

A principa objective of the Universitys Equd Employment Opportunity Program is the discovery,
termination, ard prompt remedy of formd or informa policy or pradice that discriminates against
individuds or groups of individuds The semnd principa objective of the EEO Program is to ensurethe
appoprigte full utilzation of women armd members of radd minority groups within the EHRA
adminidrative/f aallty/ stdf complemenof North Carolina Centd University. To ersure compliae with
both obgctives reauitment and séedion efforts will bemonitored by the EEO Director

FACULTY AND EHRA NON -FACULTY RECRUITMENT

It is the policyof the Stateof North Carolinato provideequalopportunityin employmenfor all qualified
personsand to prohibit discriminationbecausef race,color, nationalorigin, religion, creed,sex, age,
vetera@statuor disability.

North Carolina Central University is dedicated and committed to equality of opportuniityg withimunity.
Accordinglythe Universitydoesnot practiceor condonediscriminatiorin anyform against employees
applicanton the groundsof race,color, nationalorigin, religion,creed sex,age disabilityy e t estatus 0
or sexualorientation.NCCU& equaloppottunity and norrdiscriminationpolicy extendsto recruitment,
selection, hiring, compensation, promotion, training, and all other aspects of enfplotenépplicants or
employees that allege discrimination based on sexual orientation are limited to theimtesnal grig\a@re
process.]

The Universityis policy is in kesping with Title VII of the Civil Rights Act of 1964 as anended by the Equd
Employnert Act of 1972 ard the Pregnency Disability Act of 1978, Equd Pay Act of 1963, Age
Discriminatian in Employmert Act of 1967 as anendel in 1974, 1978, ard 1986, Exeative Order 11246 as
amendel by Exeative Order 11375, the Rehabikation Act of 1973, the Civil Rights Restoration Act of 1988,
the Americars with Disabiities Act of 1990, the ADA Amendments Act of 2008, the Civil Rights Act of
1991, the Gendic Information NondiscriminationAct of 2008 (GINA), N.C. Generd SttutesSedion 126-
16 as amendel, and other applical® Fedrd ard Stte laws. North Carolina Centa University sypports the
protection avalable to membersof its community as provided in The Code of the University of North
Caolina(Sdion 103).

The Universityfurther ensureghat all personnehlctionssuchas compensatiorenefits performanceand
evaluation, promotiontransfer, layoff, termination, sponsored training, tuition assistance,asdcial
recreational programs are administered without regard to race, color, national origin, religionagesed, sex,
disabilityyetera@statusrsexuadrientation.

In implementing this policy, NCCU prohibits retaliatory action against any employee or fapplicant
employmentvho makesa chargeof employmentiscriminationpr who testifiesassistsor participatesn

North Carolina Central UniversitygEO Requirements and Guidelines for EHRA Search Pro@82se617 Pagel of 7



EEO REQUIREMENTS AND GUIDEUINESS
FOR EHRA SEARCH PROCESSES

Department of Human Resourceg Office of Equal Employment Opportunit

any manner at a hearing, proceeding or investighdoployment discrimination. North Caroli@antral
University will, when necessary, provide reasonable accommodations for applicants and/orvathployees

disabilities when doing so will enable them to successfully perform the essential furjotimrshehefit
from training.

ADVERTISING RECRUITMENT S
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ADVERTISING

Any faculty and nefaculty position that carries an FTE of 75% or more, and which is for destated
of twelve (12) months or more (in the case of faculty positionstditechterm of one academic gear
more)mustbe advertisedThis requiremenalsoextendgo 0 awti hiteswhichareappointmentsvith
no set length afmployment.

A VACANCY ANNOUNCEMENT

The hiring official is requiredto submitthe vacancyannouncemenito the Department ofHuman
Resourcefor approval prior to placing advertisements or opening positions for recruitment. The vacancy
announcemennust includehe essentialunctionsof the position,the requiredqualificationsdesired
gualifcations(if any),application deadline, and application process. Each announcement must carry the
notationd N o CardlinaCentralUniversityis an EqualEmploymenOpportunityE mp | oiry ciearly
distinguishabligpe.

pol

WAIVERS (INTERIM APPOINTMENTS)

1 Uponrequestaindapprovaby the EEO Director, advertisingandsearchrequirementsnaybe
waived in the case of unforeseen emergency personnel appointments (i.acadérmie
departments and administrative units need to make an appointment to meferemeen
personnekemergencye.g.,death,medicalincapacitatioor immediateresignatiorof a current
employee).

1 Such appointments may be made only where the individual proposed as an empgogerey
otherwise meets all the requirements fgpakeion in an academic or administrative

1 Anindividud apponted viathis waver process will be consdered an il nterim Appoint e ferd
theposition, ard this designation will be noted in theemploymen contrad.

1 The appointments should be fdix@dterm of no more than one year, except in the case of

interim senior administrative appointment where the appointment withieevidt of the
Chancellor.

North Carolina Central UniversitygEO Requirements and Guidelines for EHRA Search Pro@82se617 Page2 of 7



EEO REQUIREMENTS AND GUIDEUINESS
FOR EHRA SEARCH PROCESSES

Department of Human Resourceg Office of Equal Employment Opportunit

1 The academic department or administrative unit must initiate all requests for wantenimfor
appointments. The request for waiver of the advertising and search requiremtrds and
recommendation to appoimust be forwarded to theEO Director.

1 Thereques ard recommadation must cortan sufficiert information to demonsrate that the
gopointent of the candidate is not inconsigent with the Universityis equd employnent
opportunity commitment.

1 The request must be approved byHE® Director, upon approval the request Walforwarded
for further approval to the Provost, Dean or Director of the respeciiege, school, institute
or administrative unit; and the V@eancellor or the Executive Assistanth® Chancellor, as
appropriate.

9 All waivers must be approved byHER# Directorprior to an offer oppointment.

A WAIVERS (PERMANENT APPOINTMENTS)

1 Permission to hire permanent employees under this segtiomésl solely at the discretain
the EEO Directorand theChancellor.

91 No full search requirexkceptions:

3 The requirements for certain positions are sufficiently specialized that they caofg filled
by a limited number of scholars, all of whonkramern to the professiormmmunity;

3 An opportunity arises to recruit a scholar of graatence;

3 It may be necessary to offer an appointment to spouses of successfullycacdicketes,
where the spouse possesses appropriate qualifications magimgehinighly qualifiefibr
an availableposition, and wherethe timing of negotiationsof the successfullyecruited
candidateequireshe immediateabilityto respondto the candidacyf the spousdor the
position in questiond

3 Thereceiptof a grantmaybe contingentuponassemblingn appropriategesearcitieamin
advance of itaward.

CERTIFICATION OF RECRUITMENT

AND SELECTION EFFORTS

-t

Dataregardingllrecruitingeffortsmustberecordedn PeopleAdmin

In filling all EHRA vacancieswhetherattributableto the creationof new positions,vacancies
in established positions, opportunities for promotion or upon initial faculty appoirgasnt,
department or school is required to suRBID compliance documentation in PeopleAdmin.

A No offer of employment will be extended unless the persammending employmemas received

North Carolina Central Universityg§EO Requirements and Guidelines for EHRA Search Pro€82ses17 Page3of 7



EEQ REQUIREMENTS AND GUIDELINES

Department of Human Resourceg Office of Equal Employment Opportunit

EEO approvabr EEO Request for Waiver approval fromEE® Director

A If the EEO Directorconcludes that inadequate fair and consistent employment practicessdyere
theEEOQ Directormay require that the recruitment process be reopened and exttndkernative
methods. If disagreement betweerE® Directorand the respectivenior administrator exists,
the matter shall be referred to the Chancellor fordswdlition.

NOTE : No contract that carries an FTE of 75% or more, and which is for a stated term of twelve
(12) monthsor more will be processed the Department dfluman Resourcesithout
E EO approwalbythe Department dluman Resourceshis requirement also extetals
oat will 6 hires whmaosetlengths ggmplaymenti nt ment s wi t

EEO GUIDELINES FOR SEARCH COMMITTEE ACTIVITIES

GOALS:
To ensure an equitable recruitment/selectioprocess

To develop a documentation file in compliance with Executive Ordet1246
(See: Retentidteobrds)

A AdvisoryNote ConcerningNondiscrimination

9 Every person involved in screening, interviewing, and selecting applicants must exercise judgment
at eachstepin the procesgo ensurethat no applicants discriminateggainson the basis of
race, religion, colocreed, national origin, sex, age, political affiliafieablingcondition or
honorableservicen the armedservice®f the United StatesThe screeningf applicants must
be based on the qualifications listed in the advertisemeimslividllials setted for interview
(or hired when interviews are not conducted) must meetjtlieed qualificatioredvertisedf
a specifieddegreeis listed as required,only candidatesvho are expected to have completed
all requirements for that degree beforapip@intment beginsay beconsidered.

9 Only those individuals who have submitted all application materials, requiregbbyctt®mn
deadline, may be considered for interview. No campus interviews, formal or infolreklchay
before the applicationeddline date. Specific job related reasons must be providelil for
applicant s n dbes notmeetmuabkficatoasl . a nbta good fith aaot e
acceptableeasons.

A Advertiseall jobs unlessadvertisingand searchrequirementsarewaivedby the EEO
Director and/or the Chancellor.

1 All new employees must provide original documents verifying identity and empleithhility
the first three (3) days of employment with the Univeksitpmmodation for applicantgho
qgualifyunderthe Americanswith DisabilitiesAct or Section503 of the RehabilitatiorAct of
1973, as amended, is available rgmprest.

1 Positiondescriptionsnustbe free from textualand/or illustrativematerialwhich impliesthat
preference will be given to applicants orb#isés of race, religion, color, creed, natwnigih,
sex, age, political affiliation, disabling condition or honorable service in the armed s$leevices of
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