Guidelines for Documenting a National Search (for School Coordinators):
· For Standing Faculty, Standing Faculty CE, Research Faculty - to document a national search:

· A minimum of two duplicate ads (both can be on-line ads as long as they appear on sites likely to reach the targeted audience – professional web sites are your best bet); the minimum posting duration for each ad is one month.  On-line ads should be downloaded as soon as they’re posted so that the printed date at the time the ad was posted is visible when the documentation is submitted (and before the posting is removed from the site).  A PeopleAdmin ad does not count as the second ad. 

· An ad should be no less than 3 months old before a position is offered, for example, if the start date for a position is July 1, an ad would have to be posted (or in print) by April 1, at the very latest.

· In addition, there should be documented efforts to reach women and minority applicants. For example: an email or letter of announcement to an organization such as the Association for Women in Science should be sent; a copy of the letter or email should be included with the documentation.

· Separate ads for each faculty position (unless you indicate in the ad that you are hiring multiple candidates)

· A national letter/announcement should be sent to programs (or a selected number of programs) across the country; a copy of the letter or email along with the address list or list serve should be submitted with the compliance form.

· Be prepared to explain any of the following:  a low candidate pool, the hiring of an internal candidate, or the hiring of a non-minority if they were chosen over the best qualified women and minority candidates, if any.

The candidate’s background and experience should be consistent with the advertised position.

Describing the applicant pool:  refer to the ad language.
Reason for choosing candidate: refer to the ad language.
Resources:  Search Committee reports/Chairman’s recommendation letter.

· For Academic Support Staff (Lecturer A, Instructor A, Research Associate, etc.) – a national search is not required or expected:

· a single ad posted at least one month before the start date of the position; an on-line listing on PeopleAdmin is acceptable

· Be prepared to explain any of the following: a single internal candidate (and any other reasons for choosing the candidate)

Any position offered as a new appointment should be advertised.
