LCOM FACULTY CAMPUS INTERVIEW AUTHORIZATION FORM
(Submission #___)
To be completed by the Department Chair and submitted to the Dean’s Office (via PeopleAdmin).  This must have the approval of the Dean and Provost before scheduling interviews.  
Please submit via PeopleAdmin, “Campus Interview Authorization” tab, and Check “Authorization Attached”.  Then attach this as a single document under the Supplemental Documentation tab – “COM Faculty - Campus Interview Auth”.  (There are multiple lines for successive submissions.  When preparing successive submissions, please add the new information to the previously submitted form and indicate the submission# by the new information.)
Position Number _________________
Title___________________________ 
Pathway_______________________

Department ______________________ 
Completed by ___________________ 
Ext. ________
Date____________
1.  If you have made changes to the Search Plan originally submitted, please indicate these changes.
2.  Attach a copy of the actual advertisement(s)/position posting(s) containing the basic qualifications required.  
· Also, please indicate the date of your last advertising (either print or electronic) __________________

3. Attach a networking log and any list of serve communications.
4. Describe the process used to screen applications and determine who would be interviewed.  Attach a copy of any screening device or scale used. Include and identify any additional criteria beyond qualifications used in making these judgments. Must contain a detailed description of the screening process of all applicants and the key deciding factors on the shortlist of candidates interviewed by the committee via Teams/Zoom/phone. There must be evidence that each candidate was given fair consideration and that the shortlist for Teams/Zoom interviews was arrived at after carefully considering all applications. 

5. Provide a statement or utilize AAEO’s tables to report the number of applicants, the demographic information of the pool of all applicants, and demographics about the pool of candidates shortlisted for interviews. For example, of the 60 applicants, 40 identify as male, 15 as female, and five are unknown. Regarding ethnicity, 50 identify as White, three as African American, five as Asian/Pacific Islander, and two as Hispanic. The committee reviewed all candidates and six have been shortlisted for interviews. Of the six shortlisted for discussion, four identify as White, one as Asian, and one as Hispanic (if known).
6. List all persons to be interviewed, along with a brief explanation for selection (synopsis of the accomplishments and potential as teachers, researchers, scholars, creative artists, and advocates for inclusive excellence).  Include a link to their CV and include gender and ethnicity information, if known.  A background check will be initiated for these candidates. 
(Note:  Please include any applicants identified as “Possible Interview.”) 
7. For Tenure Pathway Recruitments Only:  

· Include (by rank) rubric average scores for each criterion for each candidate for interview and possible interview. 
· Include a comparison of the applicant pool demographics with the national, discipline-specific demographics. 

· Include an explanation of aspects of the search process that may or may not have led to a diverse pool of applicants.

8. Once the Provost’s Office has approved this Interview Authorization, the Onboarding team will start the background check for candidates you have requested to interview.  Please inform your selected candidates that when the background check is initiated, they will receive an email from UniversityofVermont@screening.services with the subject line “UVM Background Check.” The email will contain a link to complete a short information and consent form. You should continue with your regular hiring process while the background check is being conducted. Should the background check process yield adverse findings, the steps outlined in the “Adverse Finding” section of the Background Check Policy will be followed.
TABLE A:   Please complete for ALL applicants. 
	
	ALL APPLICANTS
	INTERNAL
	EXTERNAL

	TOTALS
	
	
	


Signatures:
Department Chair
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