AFFIRMATIVE ACTION COMPLIANCE

Approval to Hire

The Hiring Office or Department must complete and forward this form with the resumes of all applicants to the Office of Human Resources BEFORE making an offer of employment. Human Resources will review this request packet and approve or forward as appropriate. 

A. Position and Candidate Information
	Office/Department:  

	Position Title:  
	Grade: 

	Name of Candidate: 

	Sex: 
	Ethnicity: 
	Race: 
	Proposed Salary: 
	Internal/External: 


B. Applicant Information

Complete the tables below identifying individuals who you have interviewed and the balance under unknown. You should complete this section whether you are proposing to hire an internal or an external candidate.

	Ethnicity
	Hispanic or Latino
	Not Hispanic or Latino
	Unknown

	
	M
	F
	M
	F
	M
	F

	Number of applicants submitting applications
	
	
	
	
	
	

	Number of applicants contacted for interviews
	
	
	
	
	
	

	Number of applicants interviewed
	
	
	
	
	
	


	Race:


	Asian
	Black or African-American
	White


	American Indian or Alaskan Native
	Native Hawaiian or Other Pacific

Islander
	Multi Racial
	Unknown

	
	M
	F
	M
	F
	M
	F
	M
	F
	M
	F
	M
	F
	M
	F

	Number of applicants submitting applications
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Number of applicants contacted for interviews
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Number of applicants interviewed
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	
	Number of Applicants
	Unknown

	
	M
	F
	M
	F

	Vietnam Veteran
	
	
	
	

	Special Disabled Veteran
	
	
	
	

	Disability
	
	
	
	


	
	Number of Applicants
	Unknown

	
	M
	F
	M
	F

	Lehigh Network/WWW
	
	
	
	

	Journal/Magazine
	
	
	
	

	Higheredjobs.com
	
	
	
	

	Career Link
	
	
	
	

	Newspaper
	
	
	
	

	Other
	
	
	
	


C.
Justification of Choice
Please list the interviewed applicants in order of preference and give reasons for selection or rejection:

	
	CANDIDATE
	REASON

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	


D.
Certificate of Compliance

In my judgement, every attempt has been made to recruit and select a candidate for employment according to the University’s Equal Employment Opportunity Policy as stated in the University Affirmative Action Plan. I have verified employment, conducted reference checks, and discussed appropriate background checks with Human Resources.
Date: __________________________________
Signature of Hiring Supervisor:  ____________________________________________
E.
Human Resources Review

	
	Rev'd
	Comments

	Representative Applicant Pool
	
	

	Candidate choice (qualifications, justification)
	
	

	Hiring Salary
	
	

	Background Checks
	
	 FORMCHECKBOX 
 None*     FORMCHECKBOX 
 Standard**     FORMCHECKBOX 
 Credit     FORMCHECKBOX 
 DMV     FORMCHECKBOX 
 Child Abuse


*None is for internal candidates that have already completed their background checks when originally hired at Lehigh.

**Standard Employment Background Checks include Social Security Verification, Education Verification, and State/County/Federal Criminal Background Checks.
Date:  ___________________________  Signature of Human Resources Representative: ________________________________________
11/4/2009
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