California State University, Sacramento

APPOINTMENT PROCESS SUMMARY
I.
POSITION IDENTIFICATION

	
	Date:
	     
	Posting #:
	     

	A.  Administrative Unit: 
	     
	College:
	     
	Div/Dept:
	     

	B.  Classification:
	     
	Rank:
	     
	Step:
	     

	C.  Status
	Academic
	Tenure Track
	 FORMCHECKBOX 

	Full-Time Lecturer
	 FORMCHECKBOX 

	

	Staff
	Full-Time
	 FORMCHECKBOX 

	Fractional
	 FORMCHECKBOX 

	Hourly Intermittent
	 FORMCHECKBOX 

	

	D.  Proposed Starting Date of Appointment:
	     
	Salary:
	     

	E.  New Position
	 FORMCHECKBOX 

	

	F.  Old Position
	 FORMCHECKBOX 

	Former Incumbent's Name:
	     



II.
RECRUITMENT

	A.  Beginning Date of Announcement:
	     
	Closing Date:
	     

	B.  Methods of Advertising:

	
	 FORMCHECKBOX 
 Newspapers 
	 FORMCHECKBOX 
 Professional Journals 
	 FORMCHECKBOX 
  Others (list)

	
	 FORMCHECKBOX 
 University Web Site
	 FORMCHECKBOX 
 Letters to Colleagues



III.
SELECTION COMMITTEE MEMBERSHIP

	
	NAME
	Class/Title/Rank

	Chair:
	     
	     

	Members:
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     



IV.
PROFILE OF APPLICANTS

	A.  Total Number of Applications Received: 
	


B.  Applicants Interviewed

	Names

	     

	     

	     

	     

	     

	     


California State University, Sacramento

APPOINTMENT PROCESS SUMMARY
	C.  Candidates Recommended for Appointment

	
	

	
	Name

	1st Choice
	     

	2nd Choice
	     

	3rd Choice
	     


V. SELECTION CRITERIA: (Please attach as separate document.)

	A.  List specific criteria used to screen applications for minimum qualifications

	B.  List specific criteria used to select interviewees

	C.  List specific interview criteria used by committee to develop interview questions.

	D.  List questions used in interviews

	E.  List questions asked in checking references.



VI. REASONS for SELECTION: (Please attach as separate document.)

	A.  Why was this candidate the best qualified? Discuss according to the advertised job criteria.



	B.  List all other applicants who were interviewed.  Make point-by-point comparison with the selected candidate, 
     based on advertised job criteria.  If only one applicant was interviewed, explain why.



	C.  For staff position, list all internal applicants who were not interviewed.  State why each applicant was not invited 
     to interview.        



      VII.
VERIFICATIONS

Your signature below verifies that the areas listed have been checked.

A. Reference checks - Hiring committees are responsible for completing reference checks before an applicant is offered an appointment.

Reference checks completed   FORMCHECKBOX 
Yes    FORMCHECKBOX 
No (please explain)
B. Degrees, Licenses, Certifications (except for driver’s licenses)
Faculty-- Departments are responsible for verification of degrees, licenses, and certifications.
     
Highest degree verified   FORMCHECKBOX 
Yes    FORMCHECKBOX 
 No (Please explain)

      (attach statement from department chair concerning status of terminal degree, if not yet completed)
     
      Required licenses/certificates checked   FORMCHECKBOX 
Yes    FORMCHECKBOX 
No (please explain)    FORMCHECKBOX 
NA

Staff/MPP -- Departments are responsible for verification of degrees, licenses and certifications for staff.  The Vice    

President signing the appointment letter is responsible for verification for MPP appointments.

Required degree verified   FORMCHECKBOX 
Yes    FORMCHECKBOX 
No (please explain)    FORMCHECKBOX 
NA
Required license verified   FORMCHECKBOX 
Yes    FORMCHECKBOX 
No (please explain)    FORMCHECKBOX 
NA

VIII. 
ATTACHMENTS CHECKLIST

           All of the following documents must be attached to the Process Summary when submitted for review:

	 FORMCHECKBOX 

	Selection Criteria (See V)

	 FORMCHECKBOX 

	Reasons for Selection (See VI)

	 FORMCHECKBOX 

	Interviewees' Applications

	 FORMCHECKBOX 

	Vacancy Announcement


IX.   AA/EOR AFFIRMATION (For Faculty Searches Only)
Pursuant to UARTP Section 6.06.D.2.H, I affirm by my signature that no inappropriate actions have been taken 

which may have been the effect of discriminating against an applicant for this faculty position.

	
	Signature
	Date

	*AA/EOR (Faculty searches only)
	
	     



	Approvals
	Signature
	Date

	Department Chair/Division Manager
	
	     

	Appropriate Administrator/Dean
	
	     

	Vice President (if appropriate)
	
	     

	Equal Opportunity/Affirmative Action
	
	     


* Pursuant to UARTP 6.06.D.2.H, The AA/EOR shall affirm by signature on the Applicant Process Summary that no inappropriate actions have been taken which may have the effect of discriminating against an applicant.  If 
the AA/EOR fails to sign the Applicant Process Summary, a written statement by the AA/EOR shall be included.
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