
 

AFFIRMATIVE ACTION SEARCH PLAN 
 
Instructions: To assist with the planning and implementation of an approved search, please (1) complete the following 
information; (2) attach the position description/advertisement; (3) attach a copy of the approved EHR-2; and (4) obtain 
the required signatures before submitting to the Office of Equity & Diversity (Gelsi-Young 254) for final approval.  
 

SECTION 1:   POSITION/SEARCH CLASSIFICATION 
 

Position Title: _______________________________________________________________ 
 
Hiring Department: ___________________________________________________________ 
 
UNCLASSIFED POSITION     CLASSIFIED POSITION 
☐   Management/Confidential     ☐   Maintenance (NP-2) 
☐   Faculty/Counselors/Coaches/Librarians (AAUP)  ☐   Administrative Clerical (NP-3) 
☐   Administrative Faculty (SUOAF)    ☐   Protective Services (NP-5) 
☐   OTHER: _______________________________  ☐   Administrative & Residual (P-5) 
 

SECTION 2:   SEARCH TYPE: 
 

☐   New Position     ☐   Vacancy/Refill Previous Incumbent: ________________________ 
 

SECTION 3:   SEARCH COMMITTEE COMPOSITION: 
 
CLERICAL/SEARCH ASSISTANT (if applicable): 

NAME DEPARTMENT PHONE # EMAIL 
    

 
SEARCH CHAIRPERSON: 

NAME DEPARTMENT GENDER RACE/ETHNICITY 
    

 
SEARCH COMMITTEE MEMBERS:  
No. NAME DEPARTMENT GENDER RACE/ETHNICITY 
1.     
2.     
3.     
4.     
5.     
6.     
7.     
8.     

W=White    BA=Black    H=Hispanic    AP= Asian    AA=American Indian    NH=Pacific Islander    TW=Two or More    U=Unknown 
 
 



 
 

SECTION 4:   RECRUITMENT/ADVERTISEMENT SOURCES (check all that apply): 
☐   Eastern HR Website       ☐   Internal Union Posting 
☐   JobApps Website (Classified Searches Only)   ☐   Higheredjobs.com 

 
TYPE NAME(S) 

Professional Organization/Association  
Diversity Recruitment Resource(s)  
Other  

 
SECTION 5:   TENTATIVE SEARCH TIMELINE: 

Enter target dates of completion for each task. The timeline is tentative and can be modified by the search committee as needed. 
TASK TARGET COMPLETION DATE 

Job/position advertisement posted.  
Search committee initial meeting with charge from E&D.  
Evaluation rubric developed and submitted to E&D for approval.  
Search committee members complete application review and scoring.  
Interview questions developed and submitted to E&D for approval.  
Search committee determine top rated candidates to ascertain interviewees.   
List of candidates for final round interviews submitted to E&D for approval.   
Final round interviews completed.  
References of top recommended candidates checked.  
Search report completed.  
Anticipated date for hire/offer to be extended.  

 
Certification of the Search Chair: I understand the importance of leading a fair, equitable, unbiased 
search as well as maintaining confidentiality of the candidate pool and the committee’s deliberations to the 
limits prescribed by University policy and affirmative action guidelines.  
 
_________________________  ________________________ ___________________ 
Search Chair Name (Print)  Search Chair Signature  Date 
☐ Plan Approved  ☐  Plan Returned 
 
______________________________________  _______________________________ 
Dean/Director       Date 
 
☐ Plan Approved  ☐ Plan Returned 

 
_______________________________________  _______________________________ 
Division Vice President/CIO     Date 
 
☐ Plan Approved  ☐ Plan Returned 
 
________________________________________  _______________________________ 
Vice President for Equity & Diversity    Date 
 
☐ Plan Approved  ☐ Plan Returned 
 
__________________________________________ _______________________________ 
President        Date 
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