UL LAFAYETTE FACULTY APPOINTMENT CHECKLIST

NOTE: EEO NUMBER IS REQUIRED ON ALL CORRESPONDENCE
EEO # 

Step1. Department Head drafts a request for a new position.

· The Dean and Vice President must sign and approve a hard copy of the request for the position.

· The request is then sent to the Provost to be approved.

Step2. The Provost approves and routes the request to the EEO Office to receive an EEO Number. Once this number is assigned, it MUST be on all correspondence pertaining to this position.

· Once the department receives the approved copy of the request for the new position, a hard copy of an academic vacancy is sent to the Provost for approval.

· When the department receives the approved academic vacancy announcement, the Department Head must sent the e-file to

             the EEO Office at tlv8335@louisiana.edu. 

· The posting date and the date the posting is to be pulled MUST be included in this email.

· Be aware that the minimum posting time is 5 days on the UL website only.

****If you wish to place your vacancy ad in journals, newspapers, or any other off-campus publications/websites, it is the responsibility of the DEPARTMENT to include the text and cost of the proposed ad in your request to have the position approved.  Your ‘ad copy’ MUST be sent to the Provost for approval. Once you receive the approval from the PROVOST for your ads, you can send this material, along with your purchase requisition to PURCHASING—NOT the EEO OFFICE. Thank you! ****

Step3. After all interviews are complete, the Department Head, or her designee, must transmit the names and email addresses of ALL applicants to the EEO Office at tlv8335@louisiana.edu.  If the applicant does not have an email address, please send their home address on a label.    Along with other departments, the EEO Office is trying to reduce paper waste and eliminate the process of mailing. Please make EVERY effort to get the emails.

Step4. Department Head or designee fills out an Appointment Form. The appointment form requires the following signatures:

· The party that recommended employment

· EEO Officer

· Director, Academic Planning and Faculty Development

· Dean/Director

· Appropriate Vice President 

PLEASE REMEMBER THAT EVEN WITH THE APPROVAL TO CREATE A POSITION, A POSITION MAY NOT BE FILLED WITHOUT APPROVAL BY THE PRESIDENT. APPLICANTS MAY NOT BEGIN WORKING IN A POSITION UNTIL AFTER THE CORRECT PROCEDURES HAVE BEEN FOLLOWED AND APPROVAL HAS BEEN GIVEN FOR AN OFFICIAL APPOINTMENT DATE.  THANK YOU!

Step5. Copies of the approved Appointment Form are returned to all parties involved from the Academic Vice President.

Step6. An EEO Final Report Form will be sent to the Department Head and MUST be completed and returned to the EEO Officer within 10 working days after receipt. (The final applicant pool is included to help.)

All correspondences to EEO Officer should be sent to:

Christine Brasher

Director of Operational Review and EEO Officer

Or

tlv8335@louisiana.edu
