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AFFIRMATIVE ACTION POLICY STATEMENT 
 
The Affirmative Action Policy Statement issued by President David G. Carter states:  
 
The leadership of Eastern Connecticut State University is committed to advancing social 
justice and equality by exercising affirmative action to remove all discriminatory barriers 
to equal employment opportunity and upward mobility.  Accordingly, the University will 
strive to overcome the present effects of past practices, policies or barriers to equal 
employment opportunity and to achieve the full and fair participation of women, 
minorities, people with disabilities, and any other protected groups found to be 
underutilized in the work force or adversely affected by University policies or practices. 
 
Thus, Eastern Connecticut State University will review its employment policies and 
procedures to ensure that barriers, which unnecessarily exclude protected groups, and 
practices, which have an illegal discriminatory impact, are identified and eliminated.  The 
University will explore alternative approaches if any policy or practice is found to have a 
negative impact on protected groups and establish procedures for any extra efforts that 
may be necessary to achieve labor market parity. 
 
Equal opportunity means employment and promotion of individuals without 
consideration of race, color, religious creed, age, sex, marital status, national origin, 
ancestry, sexual orientation, disability, past or present history of a mental disorder, or 
other protected status unless there is a bona fide occupational requirement which 
excludes persons in one of the above protected groups.  Equal employment opportunity is 
the purpose and goal of affirmative action under Sections 46a-68-31 through 46a-68-74 
of Connecticut General Statutes. 
 
The role of affirmative action in each step of the employment process is detailed in the 
following pages and incorporated by reference herein.  Additionally, the University shall 
administer all terms, conditions and benefits of employment in an equitable manner.  We 
also recognize the hiring difficulties experienced by people with disabilities and many 
older individuals and will undertake measures to remove any physical or attitudinal 
barriers which may exist to achieve the full and fair utilization of such persons in the 
work force. 
 
Eastern’s policy of non-discrimination will not be limited to employment practices but 
will extend as well to services and programs provided by the University.  Consequently, 
it shall be a violation of University policy for any member of the University community 
to discriminate against any individual or group with respect to any terms, conditions, or 
privileges relating to employment or attendance at the University on the basis of race, 
color, sexual orientation, religion, sex, national origin, age, disability, or any other 
condition established by law. 
 
All executive, administrative, and supervisory personnel are expected to discharge their 
affirmative action responsibilities in word and deed consistent with this agency’s 
objective of establishing and implementing affirmative action and equal employment 
opportunity. 
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As President of Eastern Connecticut State University, I pledge to make every good faith 
effort to realize our goals within the timetables set forth in this plan and as required by 
pertinent state and federal legislation.  The person responsible for overseeing affirmative 
action and equal employment opportunity is Ms. Constance Belton Green, Executive 
Assistant to the President/Director of Equity and Diversity. 
 
Role of the Office of Equity and Diversity 
 
The Office of Equity and Diversity is responsible for a number of University 
functions.  One is the coordination (with the Executive Vice President) of 
institutional legal matters, including advising members of the University 
community on employment issues, hiring procedures, and interpretation of various 
state and federal statutes, regulations, and policies. 
 
The Office of Equity and Diversity is also responsible for ensuring the University’s 
compliance with all federal and state laws including Title VII and Title IX of the 
Civil Rights Act, state employment and affirmative action laws and regulations, the 
Americans With Disabilities Act, the Age Discrimination in Employment Act, and 
the Family Medical Leave Act.  The Executive Assistant to the President/Director 
of Equity and Diversity serves on the President’s Staff and informs the staff and all 
other University officials on affirmative action goals and developments in 
affirmative action law. 
 
Another function of the Office of Equity and Diversity is to conduct training on sexual 
harassment and diversity for University staff and students and to investigate complaints 
of sexual harassment and discrimination in accordance with state law.  The Director also 
serves as the monitor for the Americans with Disabilities Act (ADA).  The office advises 
staff with disabilities, maintains files on staff, and makes recommendations for 
accommodations for employees when necessary and in accordance with University 
guidelines. 
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AFFIRMATIVE ACTION SEARCH PROCEDURES 
 

FULL-TIME INSTRUCTIONAL FACULTY 
 
The following procedures are designed to ensure a smooth search process and to 
provide clear documentation of efforts undertaken by all who serve Eastern 
Connecticut State University to support its affirmative action policy and goals.  
Any additional questions and concerns can be addressed by the Executive Assistant 
to the President/Director of Equity and Diversity, ext. 55791. 
 
 
I. TO INITIATE A SEARCH 
 
Upon consultation with the President, the Vice President for Academic Affairs (VPAA) 
will notify the Academic Dean, the Executive Vice President, and the Executive Assistant 
to the President/Director of Equity and Diversity that a faculty hiring search is to be 
initiated.  The notification will include rank, starting date, areas of specialization, and 
responsibilities. 
  
1. The Academic Dean will notify the department chair that a position has been 

authorized and request the drafting of a position description.  Once the department 
drafts this description, it shall be endorsed or revised by the Dean and sent to the 
VPAA and the Executive Assistant to the President/Director of Equity and Diversity.  
Final ad copy will be reviewed by the department if any changes have been made.  
The Office of the Executive Vice President will advertise the position. 

  
2. Each department after consultation with the Academic Dean shall recommend a 

search committee. 
  
3. Once appointed the search chair will prepare a search plan that will contain the 

endorsed position announcement, a statement of required application credentials, a 
timeline for the search, a recruitment log, and the name and address of the individual 
to whom all search correspondence should be sent.  The plan should be submitted to 
the appropriate Dean and then to the Executive Assistant to the President/Director of 
Equity and Diversity for approval. 

 
II.  THE SEARCH PROCESS 
 
1. The Executive Assistant to the President/Director of Equity and Diversity and the 

Academic Dean will meet with the search committee to review affirmative action 
guidelines. 

 
2. The search committee will seek a diverse pool of finalists.  Committee members are 

responsible for pursuing the recruitment strategies outlined in the search plan 
including the personal recruitment of candidates.  The efforts will be documented in 
the Affirmative Action recruitment log form. 
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3. Initial screening of applications will be conducted by the search committee.  The 
search chair will be responsible for:  acknowledging all applications, sending out 
affirmative action response sheets, ensuring that application documents are complete, 
and maintaining a master list of the names and addresses of all applicants.  

  
Complete records are to be kept of all activities related to the search for submission 
with the search report, including recruitment lists, letters, and telephone calls. 

 
After reviewing all applications, the search committee shall recommend to the 
department three to five candidates to be interviewed.  Following endorsement by the 
department, the search committee chair will submit to the Dean the applications of all 
candidates, the names of those recommended for interviewing, and a brief summary 
of the reasons why they are recommended.  The Dean will review the finalists with 
the Director of Equity and Diversity.  The Executive Assistant to the 
President/Director of Equity and Diversity will certify that the pool of candidates is 
consistent with affirmative action guidelines. 

 
4. The Academic Dean will recommend a pool of candidates for interview to the VPAA. 

The VPAA will seek the President’s approval of the slate of candidates.  If 
modifications to the pool are necessary, the Dean will meet with the search 
committee, review the candidates, and make suggestions for increasing the pool.  If a 
satisfactory pool is not realized, the search may be closed. 

 
III.  THE INTERVIEW PROCESS 
 
1. If the VPAA gives approval to proceed with interviewing, the Dean will notify the 

search chair to invite candidates to the campus.  Candidates may be asked to teach a 
class, conduct a faculty seminar or demonstrate their teaching ability through some 
other appropriate means.  The search chair shall organize the search visit which shall 
include meetings with the search committee, students, the department faculty, the 
Academic Dean, the VPAA, and the President. 

 
2. The search chair will arrange reimbursement of any candidate’s travel expense or 

other interview-related expenses up to the amount approved by the Dean.  Allowable 
expenses include transportation, overnight accommodations if necessary, and meals 
for candidates and the search chair for each day a candidate is on campus.  All 
expenses must conform to state expenditure limits. 

 
3. The search committee should provide candidates with as much detailed information 

about the institution and position as is practicable prior to the interview. 
 

4. The search committee should prepare a list of interview questions as a guideline. 
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IV.  HIRING PROCESS 
 
1. Upon completion of interviews, the search chair will submit a search report which 

recommends three or more unranked candidates to the department.  Following 
endorsement by the department, the search report will be submitted to the Dean.  
Detailed information on all interviewed candidates would be provided, with a brief 
description of the strengths of each. 

  
2. The Dean will approve the search report and send it to the Executive Assistant to the 

President/Director of Equity and Diversity for final approval.  If accepted, the Dean 
will send the report and his/her recommendation to the VPAA.  The choice of 
candidate, rank, and salary offers will be determined by the President. 

  
3. If none of the finalists are deemed appropriate, the VPAA will confer with the 

Academic Dean and the search committee about whether to reconsider applicants in 
the pool, expand the candidate pool or initiate a new search. 

  
4. Once a candidate has been selected to receive an offer, the Academic Dean will be 

responsible for contacting the candidate, conducting any necessary negotiations, and 
informing the chairs of the search committee and the department of the results.  After 
an offer has been accepted, the search chair will be responsible for completing the 
hiring process and informing all other candidates that the position has been filled.  
The department chair then assumes responsibility for all further communication with 
the new faculty member regarding his or her departmental responsibilities. 
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AFFIRMATIVE ACTION SEARCH PROCEDURES 
 

FULL-TIME ADMINISTRATIVE FACULTY 
 
The following procedures are designed to ensure a smooth search process and to provide clear 
documentation of efforts undertaken by all who serve Eastern Connecticut State University to 
support its affirmative action policy and goals.  Any additional questions and concerns can be 
addressed by Ms. Constance B. Green, Executive Assistant to the President/ Director of Equity 
and Diversity, ext. 55792. 
�

I. TO INITIATE A SEARCH 
 
1.  Upon consultation with the President, the appropriate Vice President or Dean will 

notify the The Associate Vice President for Human Resources and the Director of 
Equity and Diversity that an administrative hiring search is to be initiated.  The 
notification will include a position description and starting date. 

 
2.  The The Associate Vice President for Human Resources shall notify all campuses 

of a vacancy if the position is in the SUOAF bargaining unit.  Members shall have 
10 working days to submit their credentials to the designated campus official.  After 
consideration of these candidates, the search may proceed if no one is appointed at 
this step.  The designated official shall inform all candidates of the decision to 
proceed with a search. 

 
3.  In accordance with University Senate By-Law 6.13., when a vacancy occurs in an 

administrative position such as Director, Dean, or Vice President, the University 
President or designee shall confer with the Personnel Policies Committee of the 
University Senate and discuss the establishment of the search committee.  The 
Personnel Policies Committee shall then submit nominations for faculty 
representatives to the Senate for selection.  The president, Vice President or 
designee may add members to the committee and shall appoint a search chair and 
convene the first meeting of the committee. 

 
4.  For positions below the rank of Director, the appropriate Vice President or Dean 

shall appoint a search committee and chair and convene the first meeting.  For all 
administrative faculty positions, the current SUOAF President shall appoint one 
committee member if it is a bargaining unit position. 

 
5.  The search chair will prepare a search plan that contains the position announcement, 

a timeline for the search (a negotiable closing date may be indicated), job 
advertisement copy, intended recruitment sources, and the name and address of the 
individual to whom all search correspondence should be sent.  The plan should be 
submitted to the appropriate Dean or Vice President and then to the Director of 
Equity and Diversity for approval.  The Associate Vice President for Human 
Resources is responsible for placing the job advertisement. 

�



 

ECSU Faculty Handbook – General University Policies 
 

(Current as of 8/1/01) 

 

9.9

II.   THE SEARCH PROCESS 
 
1.  The Director of Equity and Diversity will meet with the search committee to review 

affirmative action guidelines and university recruitment policies. 
 
2.  The search committee will seek a diverse pool of candidates.  The committee 

members are responsible for pursuing the recruitment strategies outlined in the 
search plan, including the personal recruitment of candidates.  These efforts will be 
documented in the affirmative action recruitment log form. 

 
3.  Initial screening of applications will be conducted by the search committee.  The 

search chair will be responsible for: acknowledging all applications, sending out 
affirmative action response cards, ensuring that application documents are 
complete, and maintaining a master list of the names and addresses of all applicants. 

 
Complete records are to be kept of all activities related to the search for filing with 
the search report, including recruitment lists, letters, and telephone calls. 

 
After reviewing all applications, the search committee may recommend three to five 
candidate to be interviewed.  The search chair will submit the applications of all 
candidates and the names of those recommended for interviewing to the appropriate 
Dean, Director or Vice President, who will review these credentials in conjunction 
with the Director of Equity And Diversity. 

 
4.  If approval to interview is denied at this point, the committee will be directed to 

work further with the candidate pool or reopen the search. 
 
III.  THE INTERVIEW PROCESS 
 
1.  If the appropriate management official gives approval to proceed with interviewing, 

candidates will be invited to campus.  The interview process may include meetings 
with students and faculty. 

 
2.  The search chair will arrange reimbursement of any candidate’s travel expense or 

other interview-related expenses up to the amount approved by the Vice President 
or Dean.  Allowable expenses include transportation, overnight accommodations if 
necessary, and meals for candidates and the search chair for each day a candidate is 
on campus.  All expenses must conform to state expenditure limits. 

 
3.  The search committee should provide candidates with as much detailed information 

about the institution and position as is practicable prior to the interview. 
 
4.  The search committee should prepare a list of interview questions as a guideline. 
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IV.  THE HIRING PROCESS 
�

1.  Upon completion of interviews, the search chair will submit a search report which 
recommends three or more unranked candidates to the appropriate management 
official and the Director of Equity And Diversity for approval. 

 
Detailed information on all interviewed candidates should be provided, with a brief 
description of the strengths of each. 
 
If none of the finalists are deemed appropriate, the Vice President or Dean will 
confer with the search chair about whether to reconsider applicants in the pool, 
expand the candidate pool or initiate a new search. 

 
2.  Once a candidate has been selected to receive an offer, the Vice President or Dean 

will be responsible for contacting the candidate and conducting any necessary 
negotiations.  After an offer has been made, the search chair will be responsible for 
completing the hiring process and informing all other candidates that the position 
has been filled. 

 
3.  Announcement 

The Vice President or Dean will make a formal announcement of new hires to the 
university and to the Office of Public Relations for external release.�
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AFFIRMATIVE ACTION SEARCH PROCEDURES 
 

MANAGEMENT AND CONFIDENTIAL UNCLASSIFIED PERSONNEL 
 
The following procedures are designed to ensure a smooth search process and to provide 
clear documentation of efforts undertaken by all who serve Eastern Connecticut State 
University to support its affirmative action policy and goals.  Any additional questions 
and concerns can be addressed by the Executive Assistant to the President/Director of 
Equity and Diversity, ext. 55791. 
 
I. TO INITIATE A SEARCH 
 
1. The President will notify the Executive Vice President and the Executive Assistant to 

the President/Director of Equity and Diversity that a management hiring search is to 
be initiated. The Executive Vice President will draft a position description and 
advertisement. 

 
2. In accordance with University Senate By-law 6.13, when a vacancy occurs in an 

administrative position such as Director, Dean or Vice President, the University 
President or designee shall confer with the Personnel Policies Committee and discuss 
the establishment of the search committee. The Personnel Policies Committee shall 
then submit nominations for faculty representatives to the Senate for election. 

 
3. The President or designee may add additional members to the committee, appoint the 

search chair and convene the first meeting of the search committee. 
 
4. The search chair will prepare a search plan that will contain the position 

announcement, a timeline for the search (a negotiable closing date may be indicated), 
intended recruitment sources, job advertisement copy, and the name and address of 
the individual to whom all search correspondence should be sent.  The plan should be 
submitted to the President or designee and then to the Executive Assistant to the 
President/Director of Equity and Diversity for approval. The Executive Vice 
President is responsible for placing the job advertisement. 

 
 II.  THE SEARCH PROCESS 
   
1. The Executive Assistant to the President/Director of Equity and Diversity will meet 

with the search committee to review affirmative action guidelines. 
 
2. The search committee will seek a diverse pool of candidates.  Committee members 

are responsible for pursuing the recruitment strategies outlined in the search plan 
including the personal recruitment of candidates.  These efforts will be documented in 
the Affirmative Action recruitment log form. 

 
3. Initial screening of applications will be conducted by the search committee.  The 

search chair will be responsible for acknowledging applications, sending out 
affirmative action response sheets, ensuring that application documents are complete, 
and maintaining a master list of the names and addresses of all applicants.   
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Complete records are to be kept of all activities related to the search for submission 
with the search report, including recruitment lists, letters, and telephone calls. A list 
of interview questions asked of all candidates should be attached. 

 
After reviewing all applications, the search committee shall recommend to the 
President or designee three to five candidates to be interviewed.  If approval to 
interview is denied at this point, the committee will be directed to work further with 
the candidate pool or reopen the search. 

 
III.  THE INTERVIEW PROCESS 
 
1. If the President or designee gives approval to proceed with interviewing, candidates 

will be invited to the campus.  The interview process should include meetings with 
students, faculty, and members of the President’s staff.  

 
2. The search chair will arrange reimbursement of any candidate’s travel expense or 

other interview-related expenses.  Allowable expenses include transportation, 
overnight accommodations if necessary, and meals for candidates and the search chair 
for each day a candidate is on campus.  All expenses must conform to state 
expenditure limits. 

 
3. The search committee should provide candidates with as much detailed information 

about the institution and position as is practicable prior to the interview. 
 
4. The search committee should prepare a list of interview questions as a guideline. 
 
IV.  HIRING PROCESS 
 
1. Upon completion of interviews, the search chair will submit a search report that 

recommends three or more unranked candidates to the President or designee and the 
Executive Assistant to the President/Director of Equity and Diversity for approval.  
Detailed information on all interviewed candidates would be provided, with a brief 
description of the strengths of each. 
 

2. If none of the finalists are deemed appropriate, the President or designee will confer 
with the Executive Assistant to the President/Director of Equity and Diversity and the 
search chair to decide whether to reconsider applicants in the pool, expand the 
candidate pool or initiate a new search. 

 
3. Once a candidate has been selected to receive an offer, the President or designee will 

be responsible for contacting the candidate and conducting any necessary 
negotiations.  After an offer has been accepted, the search chair will be responsible 
for completing the hiring process and informing all other candidates that the position 
has been filled.  The Executive Vice President will inform the successful candidate of 
all pertinent personnel information and actions. 

 
4. The President will make a formal announcement of new hires to the University and to 

the Office of Public Relations for external release. 






































































































