
EMORY COLLEGE OF ARTS AND SCIENCES 
RECRUITMENT PLAN FOR AFFIRMATIVE ACTION SEARCH 

 
After receiving approval of your search, submit this document along with the position advertisement to Beth 
Kivett in Dean Michael A. Elliott’s office, located in Candler Library, Suite 400.  You may not place any 
advertising until you have been given approval of your ad.  The Recruitment Plan and approved ad will then be 
forwarded to the Affirmative Action Committee for their review.  Once approved, Ms. Kivett will request a 
vacancy number and will notify you when it has been received.   
 
1. Department/Program Name and Number ________________________________________________ 
 
2. Job Title ________________________________________________________________________ 
 
3. Application deadline         or   “review begins” date          (check the one you are using) 
 Date:                
 
4. Check type of appointment: 
 
  Regular Full Time   Regular Part Time 
 
  Temporary Full Time   Temporary Part Time 
 
5. Attach a copy of the advertisement.  
 
6. List the members of the search committee.  Note the committee chair and any student members. 
               
               
               
               
  
7. Describe the composition of the search committee.  List the number of: 
 

          Female  Black Hispanic Asian or Pacific Islander 
     

          Male  White Native American  
     
Total     
 

8. Describe your Affirmative Action Recruiting Plan. 
 

A. List the full names of all publications in which you will place the advertisement. List whether the 
ad will appear in print, on-line, or both; the date you expect the ad to first appear; and the length 
of time you expect the ad to run. 

Name of Publication Print, On-Line, 
or Both 

Expected Start 
Date of Ad 

Duration of 
Ad 

    
    
    
    
    
    
    



 
B. Identify specific efforts to attract female and minority applicants.  Answer the following questions 

about the method for publicizing the opening by checking either “yes” or “no.”  Include an 
explanation if you check “no.” 

 
Will you place timely advertisements in the major professional journals and registries of 
the discipline?  If not, explain.  
              
             
 

Yes    No 

Will you place timely advertisements in publications (newsletters, journals) of minority 
and women’s organizations associated with the discipline?  If not, explain. 
            
             
 

Yes    No 

Will you advertise in INSIGHT Into Diversity or Diverse: Issues in Higher Education?  If 
not, where will you advertise to reach the underrepresented minorities?  
              
             
 

Yes    No 

Will you send direct letters to graduate departments?  If not, explain. 
             
 

Yes    No 

Will you contact and request referrals from persons active in the discipline including 
minorities, women, disabled persons’ and veterans’ organizations?  If so, specify type of 
contact and their means to distribute information.  If not, explain.  
              
            
             
  

Yes    No 

Will you contact institutions and departments having high enrollments of women, 
minorities, disabled persons and/or veterans?  If so, specify type of contact.  If not, explain.  
            
             
 

Yes    No 

Will you actively recruit women, minorities, disabled persons, and veterans at meetings or 
conferences?  If so, specify which conference(s) and the date(s).  If not, explain. 
            
             
 

Yes    No 

  
C. If no minority and female professional publications or organizations will be notified, explain why. 

                
                

 
9. Describe any specific difficulties or issues related to this search that the Affirmative Action Committee 

should consider in evaluating the recruitment plan. 
                
                

 
 
 



10. Is there any way in which the Affirmative Action Committee can help you in the recruitment process? 
 ____________________________________________________________________________________

____________________________________________________________________________________ 
 
11. If in the course of your search you identify any individual or organization that have been especially 

helpful as a source of minority or women applicants, we would appreciate you providing their names 
and contact information here:  _________________________________________________________ 

 __________________________________________________________________________________ 
 
12. Answer the following questions about the position by checking either “yes” or “no.” 

 

Does this position involve supervising other employees? Yes           No 

Does this position involve human subjects research? Yes           No 
Does this position involve animal contact—Department of Animal Research (DAR) or 
laboratory work with lab animals? Yes           No 

Does this position work in a laboratory? Yes           No 

Does this position involve work in a BSL2 or BSL3 laboratory? Yes           No 

Does this position involve clinical patient contact? Yes           No 

Does this position involve radioactive materials and/or Radiation Devices? Yes           No 

Will this employee need unescorted access to an irradiator? Yes           No 
 
13. Report Submitted by  

Chair of Search Committee 
            

      Print Name     Signature 
 

Chair of Department 
            

      Print Name     Signature 
 

Person Completing this Report 
            

      Print Name     Signature 
 
                

College Office Use Only 
  Vacancy Number 
 
Result in Affirmative Action Committee 
 
  Approved 
 
  Changes required (specify changes)  
              
 

        
Signature of Affirmative Action Committee Chair 

Revised 10/11 
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