AFFIRMATIVE ACTION SUMMARY CHECKLIST
1. Before completing an online Request to Search form for faculty and other exempt positions, please forward the following items to Equity and Diversity Officer/Title VI Coordinator:

a. Description of the position.

b. List the composition of the search committee with chairperson and minority representative noted.

c. Calendar with projected dates for completion of each step of search procedure.

d. List of advertisements to be made.

e. Copy of the position announcement to be placed in advertisements.

f. Summary of special efforts to recruit minority candidates.
NOTE:  Please schedule a meeting for members of the Search Advisory Committee to meet with the Equity and Diversity Officer.

2. When submitting a Narrative Summary (before interviews), please include the following items:

a. Signature page showing the following signature lines:  Department Chair, Dean, Provost and Vice Chancellor for Academic Affairs, and Equity and Diversity Officer/Title VI Coordinator.  Please make this the cover sheet for the Narrative Summary.

b. Completed Requisition from E-recruiting web page.
c. Copies of position announcements used in all advertisements or solicitations.

d. List of members of the search committee with the minority and women representatives noted.

e. List of all candidates, indicating race, gender, disabilities status, and Vietnam Era Veteran Status. (The Affirmative Action Identification Form is optional for all applicants, but is mandatory for all interviewees).
f. Explanation of why individuals identified as minorities, women, Vietnam Era Veterans, or persons with disabilities are not being proposed for interviews.

g. List of the principal and alternate candidates to be interviewed with a brief synopsis of academic qualifications and a detailed list of major strengths and weaknesses for the position.  If minorities, women, Vietnam Era Veterans, and persons with disabilities are among the principal or alternate candidates, identify them and provide the same information.  (NOTE: If a candidate does not have any apparent weaknesses for the position advertised, please do not list any.)

h. Letter of application, résumé, copy of transcript showing highest degree earned, and three letters of reference (or telephone references) for each principal or alternate candidate.


3. When submitting a Request to Make an Offer (Attachment G), please include the following items:

a. Dean’s Recommendation Memo.

b. Department Chair’s Recommendation Memo.

c. Completed online employment application.

d. Certification of English Language Competency Memo.

e. Employment Eligibility Verification
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EXTERNAL ACADEMIC SEARCH GUIDELINES
OFFICE OF THE PROVOST AND VICE CHANCELLOR FOR ACADEMIC AFFAIRS

1. Request an Affirmative Action Search Package from the Equity and Diversity Officer/Title VI Coordinator for each search to be conducted.


2. Submit supporting materials to Equity and Diversity Officer/Title VI Coordinator (see Affirmative Action Summary Checklist). 

3. The Equity and Diversity Officer/Title VI Coordinator will determine if all materials are in compliance with affirmative action policies and return the documents to the department chair/unit head.

4. Submit online Request to Search.  Once the Request is reviewed and approved by all necessary parties, the Search Advisory Committee may advertise the position.


5. When the search is completed, the Office of Academic Affairs will allocate an amount not to exceed $1,500 upon submission of report of search expenses.


6. Invoices for other advertisements (Chronicle of Higher Education, professional journals, etc.) will be paid for by the employing unit.


7. Any exceptions to these guidelines must be approved by the Provost and Vice Chancellor for Academic Affairs.
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Affirmative Action Identification Form Information

· Send an Affirmative Action Identification Form to EVERY applicant.  

(Completion of the Form is voluntary for applicants)



Applicants may go to either of the following web 

pages to submit the Form electronically:



http://www.utm.edu/departments/equalopp/ 

CLICK ON AFFIRMATIVE ACTION IDENTIFICATION FORM

OR

http://www.utm.edu/departments/acadpro/library/affirm_action.php

· BEFORE scheduling any interviews, contact the Equity and Diversity Office to request race, sex, and veteran status data returned by the applicants.



· ALL INTERVIEWEES MUST complete an Affirmative Action Identification Form if one was not voluntarily submitted prior to the interview.
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