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All Positions 

Upper Iowa University Hiring Guidelines mandate that all positions conform to the Upper Iowa University Equal Opportunity statements and Upper Iowa University Nondiscrimination Policy.  In support of these policies and statements, Upper Iowa University Hiring Guidelines are designed to sustain a commitment to equal opportunity on behalf of all job groups.  Upper Iowa University has two separate EO Officers, one for the Residential University and one for the Extended University.

(Promotions or lateral moves within a department are under the discretion of the appropriate Senior Vice President and are not subject to the hiring guidelines.)

1.
Identify Position Vacancy


The Senior Vice President, Division Chair, Dean or Director will identify the position vacancy.  Hiring forms shall be requested from the EO Officer.  The forms include:

a. Personnel Hiring Justification

b. Exemption from Hiring Guidelines

c. Applicant Acknowledgment Letter**
d. Application for Employment**
e. Applicant Statement**

f. EOE Data Card**

g. Selection Report.

h. Applicant Thank You Letter**
i. Applicant Census**


**Done by EO Officer.

2.
Job Description Developed

Prior to obtaining any forms, a formal job description must be formulated and provided with the Personnel Hiring Justification Form.  This should include all activities and responsibilities for the position.  (Based on the essential and non-essential functions and physical requirements of the position, a job description is developed by the departmental administrator.)  
3.
Identify Search Committee


The Division Chair, Dean or Director, or Senior Vice President will appoint the Search Committee on the Personnel Hiring Justification Form.  The Search Committee should consist of not fewer than three members, including at least one female or racial minority, and may include, but is not limited to, members from within the department, related disciplines, the student body, and the community.  The administrative head vested with final selection shall serve as the chairman.  The Search Committee is responsible for a good faith effort to recruit a broad applicant pool including members of protected classes, for conducting a lawful and nondiscriminatory screening, interview and selection process and for recommending acceptable candidates for the position.  Final selection is vested with the Dean or Director, appropriate Senior Vice President and the President.

4.
Complete the Personnel Hiring Form


The Personnel Hiring Justification Form is the request to proceed with the hiring process. This form is completed and submitted to the appropriate Division Chair, Senior Vice President, and the President for approval.  Included in this form will be the appointed Search Committee, job description, advertising sources with advertising timeline, and advertisement that will be published.  A complete job description with qualifications must be attached to this form.  Once approved by the President, the form is sent to the Payroll and Benefits Coordinator.  The Payroll and Benefits Coordinator will forward the form to the EO Officer for signature.  

5.
Exemption from Hiring Guidelines Form

Any request for exemption must be submitted on the Request for Exemption from Hiring 
Guidelines Form and attached to the Personnel Hiring Justification Form for approval.  Exceptions 
may include requests for an internal search or modification of the Hiring Guidelines procedures such 
as a shorten search time, or reviewing applications from a previous search.  Exemption requests are 
to be submitted to the appropriate Senior Vice President and the Equal Opportunity Officer for 
approval.

Advertising and Recruitment

6.
Advertisement


The Search Committee shall make a good faith effort to acquire a pool of applicants, which includes persons from protected class groups.  A broad advertising approach is likely to yield the most diverse pool of qualified applicants, including women and minority persons; therefore, advertising of positions will not be limited to a single source.  In addition to multiple advertising, professional and informal networks may be used to generate nominations and applications, announcement at professional conferences, on-line Bulletin Boards, other professional networks, job placement exchanges, or mailing position announcements to a suggested list of institutions and/or organizations.  The appropriate scope of advertising depends upon the position type.

NO ADVERTISING OR RECRUITMENT ACTIVITY SHALL TAKE

PLACE UNTIL APPROVAL IS GIVEN VIA THE PERSONNEL HIRING JUSTIFICATION FORM.


The EO Officer will place the advertisement for the position based on the date identified for 

the announcement in the publication identified for the length of time (duration) identified.


Letter of Appointment positions shall be open a minimum of 14 calendar days from the initial dates of notice.  Candidates for these positions will be asked to send a letter of interest, which will trigger a response from the EO Officer.  The EO Officer will send interested parties an acknowledgement letter, application, job description and EO Data Card.  Advertisements for these positions require a local search and are usually advertised in locally newspapers.  These positions shall be advertised on campus and in a minimum of two of the following:

· Local and/or Regional Newspaper(s)
· Campus E-Mail and Voice Mail Notification

· Internal Search

Contracted positions shall be advertised a minimum of 30 calendar days from the initial date of notice in a national or regional source.  Candidates for these positions will be asked to send specific items to the EO Officer, which will trigger a response from the EO Officer.  The EO Officer will send interested parties an acknowledgement letter, application, job description and EO Data Card.  Certain staff positions may not require a national search and may be advertised in local/regional newspapers.  Please contact the EO officer for details.  Contracted positions shall be advertised on campus and in the case of a national search in The Chronicle for Higher Education or an approved professional journal and a minimum of one of the following:
· Professional Journal(s)

· Local and/or Regional Newspaper(s)
· Mailing of position announcements to national listing of institutions with significant women and minority enrollments

· E-Mail discussion group(s)

· Other approved advertising source

Internal searches must be open for 14 calendar days and are announced to the University by E-
Mail.  Candidates for these positions will be asked to send a letter of interest, which will trigger a 
response from the EO Officer.  The EO Officer will send interested parties an acknowledgement 
letter, application, job description and EO Data Card.  
Information provided in the job description as well as from the Personnel Hiring Justification Form will be used by the Chair to prepare a position announcement and advertising statement in a standardized format, which shall include the position functions, qualifications, salary and benefits statement, hire date, and application information.  In compliance with Federal and University regulations all position announcements and advertisements must also include an equal opportunity statement.  If any advertising or recruitment materials reference our affiliation with North Central Association, the following must be used in the advertisement or recruitment materials: Upper Iowa University is accredited by The Higher Learning Commission and a member of the North Central Association. 
Higher Learning Commission
http://www.ncahigherlearningcommission.org
(312) 263-0456

The Search Committee Chair is responsible for formulating position advertisements.  Advertisements must be sent to the appropriate EO Officer via email as a Word document for publication on the Web Page and for other identified publications.
7.
Develop Hiring Criteria


Prior to review of any applications, the Search Committee shall develop Hiring Criteria identifying job-related criteria and a weighing system to ensure uniform screening of applications.  Hiring Criteria shall be developed from the position functions and qualifications stated on the Job Description.  An evaluation method shall be devised ranking or weighing each criterion based on its relative importance for the position.  The Search Committee Chair may consult with the EO Officer to assure that all criteria on the evaluation system are lawful and nondiscriminatory.

Screening of Applicants

8.
Acknowledge each Letter of Application or Interest/Application for Employment

Upon receiving application material, the EO Officer shall immediately send a letter of acknowledgment to the applicant, application for employment, and the job description for the position.  It is required that all applicants fill out an application of employment to be considered for any position.  The applicants will be given 5 business days, upon receipt, in which to fill out the application and return it to the EO Officer.  Incomplete applicant files are not to be considered for employment.  It is the responsibility of the Search Committee Chair to validate if applications are complete. 
9.
EO Data Card

An EO Data Card must be enclosed with the acknowledgment letter.  EO data cards are postcards to be returned voluntarily by the applicants to the EO Officer.  The cards provide information needed to comply with Federal law in maintaining records as part of the University’s Equal Opportunity program.  After the EO Officer has copied applications received, they will be forwarded to the appropriate Search Committee Chair for review.  
10.
Maintain Confidentiality/Review Applicant Files


Candidate application files are confidential and should be kept in a secure area.  Access to applicant files is restricted to Search Committee members and, to the extent necessary, the office staff.  The files may be made accessible to the appropriate administrative officials, e.g., Division Chair, Director, Dean, Senior Vice President, President and EO Officer.  If committee members must remove files for review, a checkout system should be used and the individuals cautioned about keeping the files secure.  Applicant files remain confidential until later in the search process when candidates have been selected and have agreed to be interviewed.  At that time the Search Committee may release names and credentials of the final candidates.  Search Committee members may review applicant files throughout the advertising period; however, no review/screening by the Search Committee as a whole shall take place until the advertised application review or deadline date.

11.
Compile Core Questions

The Search Committee will compile core questions, which adhere to guidelines for lawful and nondiscriminatory inquiry.  Separate sets of questions should be developed for contacts with references and for candidate interviews.  The same questions shall be asked of each reference or candidate, as the case may be, and must meet lawful requirements of appropriate inquiry.  The Search Committee Chair may consult with the EO Officer to assure that all questions are lawful and nondiscriminatory.

12. 
Screens for Top Candidates

After the application deadline or review date, the Search Committee shall meet to identify the top candidates for consideration for the position.
Interviewing and Selection

13.
Continue Screening Process/Contact References

Candidates under consideration may be called to determine if they remain available and interested in the position.  The Search Committee MUST contact references.  Please note the date that reference’s were contacted on resume and note any pertinent information.  In all cases, predetermined core questions shall be asked of each reference.  Notes and other information from reference contacts shall be shared with all members of the Search Committee.  
14.
Invite Candidates for Interview

Prior to inviting candidates for an on campus interview, as noted in Item # 12, references MUST be contacted and noted prior to this interview.  Based on evaluation of information derived from references and the applicant files, a minimum of two candidates may be selected by the Search Committee for interview.  The Senior Vice President may request review of the candidate pool selected for interview.  The Senior Vice President may add candidates to the interview pool prior to arranging interviews.  Candidates shall be invited to the campus for interview.  The predetermined core interview questions should be asked of each candidate.  To ensure uniformity of information about all candidates, a ranking/weighing system may be used whereby answers may be evaluated according to relative desirability for meeting the department or division needs.  Questions should be formulated by the Search Committee.  
15.
Complete Selection Report Form


After completing the interviews, the Search Committee Chair will submit the Selection Report Form to the appropriate Senior Vice President, listing the name of the top candidate, using a Presidential pre-approved salary range and after obtaining verbal confirmation of acceptance.  It is also the responsibility of the Search Committee Chair to inform the selected candidate that the verbal offer is valid only after written approval by the President.  When the candidate has accepted the position, the Senior Vice President must submit the Selection Report to the President’s Assistant with all sections of the report completed.  To maintain confidentiality the Senior Vice President is asked to email the President’s Assistant the appropriate salary information in order for the Contract/Letter of Appointment to be sent by the President’s Assistant.

The formal Contract/Letter of Appointment will be sent only after the President’s Assistant receives the Selection Report and the salary information.  The responsibility of submitting this information to the President’s Assistant lies with the appropriate Senior Vice President.
16.
Send Notification to Applicants


After sending the formal Contract/Letter of Appointment, the President’s Assistant will forward the Selection Report to the EO Officer. 

The EO Officer will send a letter thanking applicants who were not offered the position and notify them that the position has been filled.

Search Documentation

17.
Applicant Census Form (to be completed by EO Officer)


The Search Committee Chair shall submit all the ancillary information to the EO Officer within 10 working days after the search has been closed.  The EO Officer will complete the Applicant Census form.

18.
Retain Records of Search


The Personnel Hiring Justification, Selection Report, Applicant Census Form and all related documents are a vital part of the documentation that the search process has been followed in accordance with the University’s Equal Opportunity policies and procedures.  These forms and attachments become part of the records used to support the departments and the institution’s position relative to equal opportunity in recruitment and hiring decisions.  All resumes and documentation (with the exception of the person hired) must be returned to the EO Officer after position has been filled.  The original resume and application/applicant statement must be sent to the HR Officer for the selected/hired individual for retention.  The University must keep all applicant files and documents related to the search for four years.  To reuse a candidate pool from a previous search, the first published advertising cannot be over 30 days old.
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