Job Group #







             


               Requisition #

EQUAL EMPLOYMENT OPPORTUNITY & AFFIRMATIVE ACTION FAIR SEARCH REPORT FOR STAFF POSITIONS

A Fair Search Report and an Applicant Flow Register must be completed and approved by the issuing academic or Administrative department head, the Employment Administrator, and the Affirmative Action Officer before any offer is made. Payroll Authorization Forms for hires, transfers or intra-departmental promotions will not be accepted until this Fair Search Report form or an appropriate waiver request has been completed and approved. A waiver of Fair Search Report is acceptable only in unusual circumstances. Call Human Resources/Employee Relations (X64469) or Affirmative Action (X63015) for details.

Prospective Employee’s Name_______________________ Department___________________   Job Title ____________________

Hiring Department- Answer all questions:

· Describe all outreach efforts that have been made to attract qualified women and/or minority candidates. __________________________________________________________________________________________________

· If a committee was used to aid in the recruitment or selection process, please indicate its composition by sex and race. __________________________________________________________________________________________________

LIST OF APPLICANTS INTERVIEWED

	Name
	Sex
	Visually Identified 

Race
	Source of 

Referral
	Reason for Not 

Hiring (*please use codes)
	Reason for Hiring

	
	
	
	
	
	

	
	
	
	
	
	

	 
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


If there are not enough lines for all applicants interviewed, use an attachment.

*RACIAL/ETHNIC DEFINITIONS

B = Black, A= Asian or Pacific Islander, NA= Native American or Alaskan Native, H= Hispanic, W = White 

**GENERALIZED REASONS FOR NOT HIRING MUST BE BONA FIDE OCCUPATION QUALIFICATIONS TAKEN FROM THE JOB (POSITION) DESCRIPTION

1. Candidate did not have the level of education of the selected candidate

2. Candidate did not have the skill(s) level of the selected candidate (Briefly state lacking skill(s) level)__________________

___________________________________________________________________________________________________

3. Candidate did not have as many years of relevant work experience as the selected candidate.

4. Candidate did not have the level of interpersonal skills as the selected candidate.

5. Candidate did not have the level of communication skills as the selected candidate (Please describe the type and level of                     communication skills required by the position and for each applicable candidate please describe how the candidate’s communication skills (written and verbal) were specifically lacking    __________________________________________ 

6. Candidate did not have the level of management skills and/or supervisory experience as the selected candidate.

7. Candidate did not meet the specified requirements of the job.

8. State other specific reason _____________________________________________________________________________ 

_________________________________       ______________________

Signature of Department Head

  Date

This page to be filled out by HR and Affirmative Action Officer

1. Was this job properly listed with Human Resources/Employee Relations?  Yes___  No___

a. If no, was this brought to the attention of the Affirmative Action Officer?  Yes___  No___

2. Describe all outreach efforts that have been made to attract qualified women and/or minority candidates.  _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. Description of Applicant Pool

Describe the sex and race profile of the applicant pool for this position:

Total Number of Applicants:
 _________

Total Number of Male/Female:
M_____   F_____   U_____

Total Number of Minorities:
M_____   F_____   U_____

Breakdown:

WM_____

WF_____

BM_____

BF_____

HM_____

HF_____

AM_____

AF_____

NAM_____

NAF_____

UM_____

UF_____

UU_____

4. If the proper procedures have not been followed, has this been brought to the attention of a) the hiring department, b) the Assistant VP and Director of Human Resources & Employee Relations, and c) the University Affirmative Action Officer?  Yes _____
No _____
NA_____


__________________________________________________________________

Employment Administrator



        Date


__________________________________________________________________

Affirmative Action Officer



        Date

