Affirmative Action Packet Instructions

1. If this is a position in Academic Affairs, the “Authorization to Conduct a Search in Academic Affairs” must be completed and signed by the appropriate Dean and Provost before a search begins.  This form is required for professional staff, faculty, and classified staff.  It is not required for adjunct faculty.


2. If this is a new position, the “New Position Approval Form” must be completed and all signatures obtained before a search begins.  Classified positions must also have the “Position Description Questionnaire” completed.


3. After the “Authorization to Conduct a Search in Academic Affairs” and the “New Position Approval Form” are signed, the Affirmative Action Packet must be completed with the appropriate approving signatures.  The Affirmative Action Packet does not need to be completed for classified staff or adjunct faculty positions.


4. If this is a position in Academic Affairs, the “Permission to Interview Candidates” must be completed and signed before candidates can be invited onto campus for an interview.


5. The “Report of Applicant Pool” must be reviewed by the Affirmative Action Officer before an offer of employment may be extended.

6. If this is a position in Academic Affairs, the “Permission to Make a Verbal Job Offer” must be completed and signed before offering the position to a candidate as all salary offers must be pre-approved by the Provost before negotiations with a potential employee.

7. Final applicants for each position will need to complete the “Disclosure and Authorization Form” to allow Human Resource Services to request a background check.  The background check will be done only on the successful candidate.  However, if that candidate is ultimately excluded because of the information found in the report, the hiring authority can request a check for another applicant in the final pool.

8. The “Report of Hiring” needs to be completed as soon as the candidate accepts the position.
9. Once the candidate has accepted the position, a copy of their resume needs to be sent over to the Human Resource Services office.  


10. Complete the “Personnel Action” form before the candidate begins employment in order for Human Resource Services to set up the employee in payroll.


11. Schedule an appointment with Human Resource Services to go over benefits with the employee.
Authorization to Conduct a Search 

in Academic Affairs

9/2003

The Dean ensures position data is complete and secures authorization for search from the Provost

	Division/Unit:
	   
	Date:
	 

	

	Position Supervisor:
	  
	
	

	

	New Position:
	
	yes
	If yes, attach completed “New Position Approval Form”

	
	 
	no
	Incumbent:
	 

	

	PCN:
	
	
	Title and/or Rank:
	

	

	Special Conditions:
	

	

	# Mos:
	
	
	Salary Range:
	 
	
	Search Completion Deadline:
	


	Dean’s Signature: 
	
	Date:  
	

	
	
	
	

	Provost’s Approval:
	
	Date:
	


Lewis-Clark State College

Affirmative Action Office

REQUEST TO HIRE

(Please type all information or print in ink)
	Date:
	
	

	

	To:
	Affirmative Action Office/Human Resource Services
	

	

	Department:
	
	Division:
	

	

	Position Title:
	                                                                          
	Date of Vacancy:
	

	

	New Position:
	                  
	(If New Position, attach New Position Approval Form)            OR

	

	Name of Person Previously in this Position:
	                                                                                 
	PCN#:
	

	

	Minimum Qualifications:
	

	

	

	

	

	Please attach Adverstiment, Advertising Plan, Job Description, and Job Announcement and return with this form to the Human Resource Services Office.  Samples of each are included with this packet.

	

	Approximate Salary Range for:
	          
	9
	           
	10
	           
	11
	              
	12
	months   
	   $   
	

	

	Closing Date:
	                                                                          
	Date to Begin Employment:
	

	

	Is there a chance reimbursement for moving expenses will be offered? 
	Yes
	
	No
	
	

	

	The State of Idaho requires that the College obtain approval to offer reimbursement for moving expenses to potential new hires prior to any offer being made.  The Board of Examiners (the entity with responsibility for this approval) meets monthly.  It is extremly important that LCSC request approval at the earliest date possible.

	

	Required Signatures:

	

	Director/Division Chair
	Dean
	Provost
	President
	Affirmative Action Officer/HR

	
	
	
	
	

	

	
	Copy of Request to Hire to Administrative Services


	This packet of samples contains each document needed to complete the Affirmative Action process.  Please use this packet as a guide in completing your position search.  Your completed AA packet should include all of these documents (in the same or similar format).


ADVERTISEMENT PLAN
	X, (Position Title)

	

	Lewiston Morning Tribune

	(Run Dates)

	($ Cost)

	

	Chronicle of Higher Education

	(Run Dates)

	($ Cost)

	

	LCSC Human Resource Services’ Website

	(Run Dates)

	($ Cost)

	

	

	Advertisement

	

	Lewis-Clark State College invites applications for the position of X (Position Title).  The College offers four-year and two-year degrees, technical certificate programs and outreach programs in a variety of fields.

	

	Minimum Qualifications – Bachelor’s Degree

	Preferred Qualifications – Master’s Degree

	

	Employment to start July of 2008.  Salary and rank based on experience and qualifications, up to $40,000.  For a complete job description, visit www.lcsc.edu/humanresources.  Please send cover letter, resume, and name, address, and phone number of three references to:

	
Human Resource Services
Lewis-Clark State Colllege
500 8th Avenue
Lewiston, ID 83501
(208) 792-2269

Fax:  (208) 792-2872

Email:  vswift@lcsc.edu

	

	Application review will being August 15, 2008.  This is position is subject to the successful completion of a criminal background check.  LCSC is an EEO/AA employer.


(This is the advertisement that will be placed on the HRS website)

LEWIS-CLARK STATE COLLEGE ANNOUNCES AN OPENING 

FOR POSITION OF

X
	STARTING DATE:
	July 2008; Interviews begin in May 2008

	

	SALARY:
	Based on experience and qualifications, up to $40,000

	

	QUALIFICATIONS:
	Bachelor’s degree required.  Master’s in field preferred.

	

	RESPONSIBILITIES:
	The primary responsibilities include . . . .

	

	COLLEGE:
	Lewis-Clark State College is a regional college, founded in 1893, with a three-part role and mission as a traditional baccalaureate college, a technical college, and a community college for north central Idaho.  The College offers undergraduate instruction in the liberal arts & sciences as well as in professional and applied technical programs.

	

	DEADLINE:
	Cover letter, resume, and name, address, and phone number of three references should be submitted to Human Resource Services, Lewis-Clark State College, 500 8th Avenue, Lewiston, Idaho 83501; telephone number:  (208) 792-2269; email:  vswift@lcsc.edu.  Application review will begin May 15, 2008.

	

	This position is subject to the successful completion of a criminal background check.

	

	Lewis-Clark State College is an Affirmative Action/Equal Opportunity Employer which promotes the free exchange of ideas in an environment that celebrates the dignity, worth, and contributions of all individuals.  In that spirit, we seek a broad spectrum of candidates including women, people from all cultural backgrounds, and individuals with disabilities.


(This job description will be placed in the employee’s personnel file)
LEWIS-CLARK STATE COLLEGE

JOB DESCRIPTION 

for

X

	Position:
	X

	

	Responsibilities:
	This position reports directly to the Director of X.  The X is responsible for 
. . . .   Other duties as assigned by the Director of X.

	

	
	This position plans, develops, implements, and evaluates a comprehensive program designed to provide assistance to students at Lewis-Clark State College.

	

	Specific Duties:
	

	

	1. Serve as a generalist concering information dissemination about programs available to students and the community.

	2. Plan and conduct special campus programs for students and community.

	3. Assist in the development of campus publications and advertisements.

	4. Give presentations to on-campus and community constituencies.

	5. Other duties as assigned.

	

	

	

	

	


X

SEARCH COMMITTEE MEMBERS

	X, Search Chair

	

	X, Member

	

	X, Member

	

	X, Member

	

	X, Member

	

	X, Member

	

	X, Member

	

	X, Member


(Only complete for positions in Academic Affairs)
PERMISSION TO INTERVIEW CANDIDATES
Permission to bring faculty onto campus for an interview must be approved by the Academic Dean and the Provost before you make the invitation.

	Division:
	

	
	

	Position Title:
	

	
	

	PCN #:
	

	
	

	# of Candidates Requested:
	

	
	

	Date:
	

	

	List below in order of preference the candidates you wish to bring on campus to interview.  Normally three or fewer candidates will be brought in for a regular faculty position.



	                                    Candidates

	1.
	

	2.
	

	3.
	

	

	Return this form and the vitae of each candidate to the Dean’s Office.

	

	

	
	
	

	Signature (Search Committee Chair)
	
	Signature (Division Chair)

	
	
	

	
	
	

	
	
	

	Signature (Academic Dean)
	
	Signature (Provost)


REPORT OF APPLICANT POOL

The final applicant pool must be reviewed by the Affirmative Action Officer BEFORE an offer of employment may be extended.

	Title:
	
	Department:
	

	

	PCN#:
	
	Total # of Applicants:
	

	

	List below in order of preference from the final applicant pool.  Indicate reasons for the selection of each candidate.  Reasons should relate specifically to selection criteria.

	1.  Name:
	
	RACE:
	
	GENDER:
	

	     Reasons:


	
	

	2.  Name:
	
	RACE:
	
	GENDER:
	

	     Reasons:
	
	

	3.  Name:
	
	RACE:
	
	GENDER:
	

	     Reasons:
	
	

	

	List below the names of all other candidates and the reason they were eliminated (use reverse side if necessary).

	Name:
	
	Reason:
	

	Record of all applicants must be held in the department’s office for one year.

	

	
	
	

	Signature (Search Committee Chair
	
	Date

	
	
	

	
	
	

	Signature (Affirmative Action Officer)
	
	Date


(Only complete for positions in Academic Affairs)
PERMISSION TO MAKE A VERBAL JOB OFFER

Permission to make a verbal job offer to a candidate requires the permission of the Academic Dean and Provost.  Complete this form and wait for a response before offering the position.

	Division:
	

	
	

	Position Title:
	

	
	

	PCN #:
	

	
	

	Requested Salary:
	

	
	

	Date:
	

	

	Candidate you wish to offer position to
	

	

	Any special conditions requested
	

	(Early promotion/tenure, , etc.)

	

	Moving Expense Amount:
	$

	

	Return this form to the Dean’s Office and complete the Report of Applicant Pool and send to Human Resource Services.

	

	

	
	
	

	Signature (Search Committee Chair)
	
	Signature (Division Chair)

	
	
	

	
	
	

	
	
	

	Signature (Academic Dean)
	
	Signature (Provost)


REPORT OF HIRING

Send this form to the Affirmative Action Office as soon as candidate accepts position.

	Department:
	
	Job Title/Rank:
	

	

	Starting Date of Appointment:
	
	Salary:
	

	

	PCN#:
	
	

	

	List below all candidates to whom the position was offered:

	

	
	    
   Name
	Date Position

Offered
	Date Position

Accepted
	Date Position

Rejected

	1.
	

	
	
	

	2.
	
	
	
	

	3.
	
	
	
	

	4.
	
	
	
	

	

	Comments:



	I hereby certify that the hiring process was equitable on the basis of race, age, color, religion, national origin, sex, and disability and that the Report of Applicant Pool has been placed in the departmental Affirmative Action Applicant File.

	

	
	
	

	Signature (Administrator responsible for hiring)
	
	Date

	
	
	

	
	
	

	Signature (Affirmative Action Officer)
	
	Date


DISCLOSURE & AUTHORIZATION FORM
Lewis-Clark State College will procure an investigative consumer report on you in connection with your employment application.  Your employment at Lewis-Clark State College is contingent upon this check and employment decisions will be made based on information gleaned from the report.  Intelius Inc., a consumer reporting agency, will obtain the report for Lewis-Clark State College.  Contact information for the consumer reporting agency is: Intelius Inc., 500 108th Avenue NE, 25th Floor, Bellevue, WA 98004.  Telephone: (425) 974-6100

The report may include social security number verifications, public court records checks, criminal records checks, educational records, verification of employment positions held, personal and professional references checks and licensing and certification.  Other checks, such as credit reports, may be done with additional authorization.  You are entitled to request more information about the nature and scope of the report we are requesting your authorization to obtain by submitting a written request to: HRS Director, Human Resources Services, 500 8th Avenue, Lewiston, ID 83501.  Telephone:  (208) 792-2269.

I hereby authorize Lewis-Clark State College to request a criminal background check about me for the purposes of my employment with the College.  I understand that my employment with Lewis-Clark State College is contingent upon this background check and that the information contained in the background check will be used for the purpose of making an employment decision.  I also understand that before I am denied employment based on information obtained from the report, I will receive written notice of the adverse decision, a copy of the report, and a summary of my rights under the Fair Credit Reporting Act, if applicable.

By my signature below, I consent to the release of consumer and/or investigative consumer reports to Lewis-Clark State College as described above. 

Please Type or Print Clearly:

	Last Name:
	First:
	Middle:

	

	Alias (or maiden if applicable):

	

	Social Security Number:
	Birth Date:

	

	Present Street Address:

	

	City:
	State:
	Zip Code:

	

	Signature:
	Date:


Please process background check for this applicant for the position of:


	Title:
	Department:

	
	

	Department Head Signature:
	Date:

	
	

	Dean Signature:
	Date:

	
	

	Human Resources Signature:
	Date:


Revised 10/08






