
[image: image1.jpg]JOHN JAY COLLEGE

THE CITY UNIVERSITY OF NEW YORK

OF CRIMINAL JUSTICE





Recruitment Plan and Certification Form
Type of Position:

· Faculty: Regular Appt.______    Substitute Appt.______    Visiting Appt./Other______


· Non-Teaching Instructional Staff (CLT, HEO, Registrar, and Research Series)


· Research Foundation or Other Non Tax Levy Position


· Classified Staff

_________________________________          ___________________________          ______________
Hiring Department Chair/Office Director
            Hiring Department/Office

                 Telephone/Ext.
_________________________________          ___________________________          ______________
Title/Position To Be Filled


            Position No. (College lines only) 
                 Vacancy Approval No.
                                       








   (College Lines only)

Selecting Official for this position (name/rank)   _____________________________________________


Prepared By:_____________________________________________         Date Submitted____________


     Search Chair






Is a special efforts search required, i.e. has an annual goal been established for this field/position/department
For Women?  _____________    Total Minorities?  ____________    Specific minority group? __________

NOTE: Please attach the original PVN and copies of the job description and advertisement.  

       1.  Identify any qualifications/criteria other than those in the job description/advertisement                      
        
   that will be used in screening applicants and in evaluating candidates. For faculty positions,                                   
   state whether department presentation will be required. Attach additional sheet if necessary.
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2.   Recruitment / Search Process

 A.  List the members of the search committee, including designated chair, gender, 
 ethnicity, professional area/department. Attach additional sheet if necessary.
	Name
	Professional Area/Dept.
	Gender
	Ethnicity

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	




B.  
Identify agreed upon procedures to be followed in conducting the search. (Describe your search process 



as specifically as possible.  E.g., will all members read all vitae/resumes; take part in all interviews;   
    
   
participate in all interviews; participate in selection decision?  Will applicants be interviewed at   
   
   
professional meetings?  Will the committee recommend a proposal finalist or a list of ranked/unranked

candidates to selecting official?  Attach additional sheet(s) if necessary.

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________
        C. 
 
PVN Posting Dates:  Open _____________________

 Closing   __________________________
   

 Note: CUNY requires a minimum 60-day posting period for faculty and a minimum 30-day 
                 
  posting for non-teaching instructional staff.

        D.  
Search Geographic area.  Check all that apply:


      
College   ______      University   ______       Local  _____     Regional  _____     National  ______

     E. 
Recruitment Resource/Methods.  Please name publications, organizations, etc.

Professional:


· Disciplinary/professional publications:

___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________


· Institutions/organizations/associations to receive notices:  _____________________________________
____________________________________________________________________________________
· Professional  meetings:  __________________________________________________________
____________________________________________________________________________


· On-line bulletin boards/job listings:  ______________________________________________

____________________________________________________________________________


General:


· News media (name): ___________________________________________________________


· Placement/Career Services: _____________________________________________________

Women/Minority/Veterans/Disability:


· Organizations/Caucuses, etc.:____________________________________________________ 

____________________________________________________________________________


· Publications: _________________________________________________________________

____________________________________________________________________________

· Personal/Other: _______________________________________________________________

____________________________________________________________________________

	Recruitment Plan Review and Certification
Comments:  ________________________________________________________________

                        ________________________________________________________________

Approval: _________________________________________    Date: ___________________
If not approved by AAO, approval to go forward with the search must be obtained from the President

President/Designee approval: __________________________    Date: _________________ 




   Retain original copy of this form and submit to Farris Forsythe, AA Office, Room 3110N.
       

Reminder:  AA Survey Forms Must be Sent To All Applicants.
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