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MEMORANDUM

TO:

The University Community

FROM: 
James Moeser

DATE:

April 1, 2002

RE: 

Equal Employment Opportunity Policy



This document is the April 1, 2002 revision of our Equal Employment

Opportunity Plan. This revised Plan has been prepared in compliance with

Executive Order 11246 and with the regulations there under at 41 CFR Parts

60-1, 2, 3, 20, and 50 and all other appropriate federal regulations.

It is important for the members of the University community to note that

our commitment to equal employment opportunity is based not only on

legal requirements, but also on our belief that a University community that

is representative of the larger community provides an excellent chance to

teach and understand the positive values associated with diversity. This

diversity lends strength to the University’s continuous efforts to improve

the quality of the service it provides to its students and to the people of

North Carolina.

I have adopted this revision as Chancellor, effective April 1, 2002. Please

let me remind us of our special responsibilities to foster equal opportunity

principles in every decision affecting the status of employees in the

University.

JM:bl

Moeser/eeopolicy

The University of North Carolina at Chapel Hill is a constituent institution

of The University of North Carolina

Equal Opportunity Employer
PREFACE

The University of North Carolina at Chapel Hill reaffirms the policy of this institution with respect to equal opportunity.  Employment at the University is administered without regard to race, color, national origin, religion, creed, sex, age, sexual orientation, veteran status, or disability status. The University's non-discrimination policy extends to recruitment, selection, hiring, compensation, promotion, training, and all other aspects of employment. The University's policy is in compliance with Title VII of the Civil Rights Act of 1964, as amended, Executive Order 11246, as amended, the Rehabilitation Act of 1973, as amended, the Civil Rights Restoration Act of 1988, as amended, The Americans with Disabilities Act of 1990, as amended, N.C.G.S. 126-16 and 126-17, and all other applicable Federal and State laws. The University bases employment decisions on the principle of equal opportunity, and ensures that all employment related decisions are in accord with the principles of equal opportunity. The University further ensures that all personnel actions such as compensation, benefits, transfers, layoffs, terminations, sponsored training, education, tuition assistance, social and recreational programs, are administered without regard to race, color, religion, creed, national origin, sex, age, disability, veteran status, or political affiliation/influence.

In furtherance of this policy, the University prohibits retaliatory action against any employee or applicant for employment who makes a charge of employment discrimination, testifies, assists or participates in any manner at a hearing, proceeding, or investigation of a discrimination in employment complaint.

The development of the University's Equal Opportunity Plan and implementation of the equal opportunity program are primarily the responsibilities of all University senior administrators, especially supervisors and managers who are authorized to make employment related decisions. The Equal Opportunity/ADA Office and the Human Resources Office assist them in this effort. The equal opportunity program and Equal Opportunity Plan are evaluated and monitored annually. The Equal Opportunity/ADA Officer presents periodic reports on the progress of this program to the Chancellor.

I.
ADMINISTRATION OF THE EQUAL OPPORTUNITY PLAN

A.
EQUAL OPPORTUNITY OFFICER
The Equal Opportunity Officer for the University reports to the Chancellor.  The duties of the Equal Opportunity Officer include the following:


1.  To monitor continuously the administration of the Equal Opportunity Plan;

2.  To help devise systems for the implementation of the Equal Opportunity Plan and the achievement of its goals, including forms and procedures for the continuous reporting and monitoring of appointment, promotion, and salary actions;

3.  To advise and assist the Chancellor and Senior Administrative Officers with respect to equal opportunity matters;

4.  To receive complaints and concerns from individuals and groups with respect to personnel actions alleged to have been based on discrimination in regard to race, color, religion, creed, national origin, sex, age, disability, or veteran status and to advise and assist such complainants in the handling of such complaints;


5. To identify problems with respect to the implementation of the Equal Opportunity Plan;

6.  To keep the members of the University community informed of the progress and problems in the administration of the Equal Opportunity Plan;


7. To evaluate the effectiveness of the Equal Opportunity Plan;

8.  To serve as The University’s liaison with the U.S. Departments of Labor and the United States Department of Education and other appropriate federal agencies with respect to equal employment opportunity matters;


9.  To be a point of contact with organizations representing women and minorities; 

10.  To meet with and keep Senior Administrative Officers informed of developments in the entire equal opportunity area;

11.  To advise the Chancellor concerning any needed revision of the University’s Equal Opportunity Plan.

Among the most important responsibilities of the Equal Opportunity Officer in monitoring the administration of the Equal Opportunity Plan is the scrutiny of the search process.  The timing and nature of affirmative action in the initial hiring of SPA staff is crucial to the success of the Equal Opportunity Plan in employment generally.  Affirmative action efforts should help to assure that recruiting and advertising efforts, both formal and informal, reach the widest possible number of potentially qualified and interested minority and women candidates.

For this reason, Human Resources staff complete a Recruitment Plan (HR96 – Part 1)  for each SPA position recruited which includes a description of the vacant position, information on where the position was advertised, what special efforts were made to identify minority and women candidates, and any other information evidencing a thorough search plan.  The affirmative action process is structured so the Departmental Equal Opportunity Officer and/or HR Services staff can comment before key decisions are made, so that his or her advice may be considered in a timely fashion prior to any step in a particular selection process that will otherwise exclude from further consideration a substantial portion of the candidates who are minorities, women or disabled.


B.
EQUAL OPPORTUNITY ADVISORY COMMITTEE

The Equal Opportunity Advisory Committee advises and assists the Equal Opportunity Office in the effective performance of the duties of the office and provides an independent, informed, and concerned voice with respect to the achievement of the goals of equal opportunity. The views of minorities and women are fully represented on this Committee.

II.

RESPONSIBILITIES OF SENIOR ADMINISTRATIVE OFFICERS FOR EQUAL OPPORTUNITY
The Equal Opportunity Officer and the Equal Opportunity Advisory Committee have their essential roles in the achievement of equal employment opportunity in the University - roles as policy advisors, critics of performance, channels of information on problems and solutions, and other helpful roles.  But the achievement of the goals of equal employment opportunity - the employment of larger numbers of blacks and women in those sectors of University employment where they are not now found in numbers commensurate with their availability - will depend on the people with day-to-day responsibility for making employment decisions in the University.  This responsibility rests with the group of officers referred to in this Plan as the senior administrative officers of the University – the Provost, Vice Chancellor-Finance and Administration, Deans, Directors and Department Chairs, and all other administrative personnel in the University who have responsibilities in appointing, promoting and setting the salaries of University Staff personnel.  Departments are responsible and accountable together with the Equal Opportunity Office, the Office of Human Resources and the University administration for meeting University goals which are designed to eliminate the under-utilization of minority, female and disabled employees and the barriers to equal opportunity that cause this under-utilization, and for compliance with University and State employment policies and procedures.  

In the case of Staff personnel, it is the responsibility of the Office of Human Resources to act in effective support of the equal opportunity goals and programs by carrying out various administrative activities in coordination with the Equal Opportunity Office.  

III.      DEPARTMENTAL EQUAL OPPORTUNITY OFFICERS
Another factor in implementing the Equal Opportunity Plan is the designation in each department of a person, called the Equal Opportunity Officer, who is responsible for seeing that the requirements of the University are carried out in that department. The Equal Opportunity Officer is a person designated by the department head and may not be the department head. In academic departments, the Equal Opportunity Officer should be a senior faculty member. In the case of large departments, a chair may designate more than one person to serve as Equal Opportunity Officer. The Equal Opportunity Officer must be familiar with the University's Equal Opportunity Plan, committed to its goals, and willing and able to devote sufficient time to the responsibilities of the position. The most crucial responsibility of the Equal Opportunity Officer is to scrutinize the search process at those points at which candidates are excluded from further consideration and examine the criteria upon which those exclusions are based.  The department chair is expected to provide the appropriate support to the Equal Opportunity Officer.

Such a person at the department level makes possible two-way communication and visibility.  These officers, appointed at the request of the Chancellor and by the principal administrative officers in the respective units, will work with members of the department, the department staff, the appropriate dean, director or department chair and the Equal Opportunity Officer to implement and monitor compliance with the policies and procedures in the University's Plan.  

Should the Equal Opportunity Officer perceive difficulties or deficiencies in compliance at any stage of the recruitment and hiring process, he or she should consult directly with their designated HR Generalists, HR Team Leader, Sr. Director Human Resources Services or University Equal Opportunity Officer.  Moreover, should Human Resources staff and/or University Equal Opportunity Officer become aware of serious deficiencies in the selection process, he or she may request review by the academic officer next in line to whom the head of the appointing department reports.  

Within the framework of the University's established Staff employment procedures, departments have day-to-day responsibility, shared with the Office of Human Resources, for ensuring that employment decisions are made in accordance with the University's Equal Opportunity policy.  When the Closing Referral Report, including an Equal Opportunity Statement, is submitted to Human Resources, it shall contain an assurance from the department representative as to whether, at each stage of recruitment and selection, that process has conformed to the principles and objectives of the Equal Opportunity Plan.  

IV.
RESPONSIBILITY FOR ESTABLISHING PROCEDURES FOR SPA EMPLOYMENT

The responsibility for designing the reporting forms, procedures and schedules, and for devising the methods of review of the reports and of the results achieved through equal opportunity programs undertaken, is that of the University Equal Opportunity Officer, Employment Director and the senior administrative officers.

The monitoring process covers recruiting methods, initial appointments, promotions, reclassifications, transfers, demotions, reappointments and salary-setting actions.  These decisions and actions are amply documented to permit the required monitoring.

V.   REPORTING AND MONITORING 

Compliance with this Equal Opportunity Plan requires the use of methodical and formal procedures in evaluating candidates for initial appointment, promotion, reclassification, transfer, demotion, 

re-appointment and salary-setting actions.  University procedures require that careful records of selection and non-selection decisions made be kept.

These procedures have been designed to help insure that in decision making at all levels, from the department through the Chancellor’s office, no improper consideration of race, color, religion, creed, national origin, sex, age, disability, sexual orientation, veteran status or political affiliation/influence intrudes, and that in appearance as well as in fact, fairness prevails.  

Full records of decisions and the grounds for them are necessary, and are kept so that the reviewing officers (including the Equal Opportunity Officer) remain currently informed of efforts made to recruit and hire minority and women candidates.  They are kept also to enable the University to respond to any future inquiry that might be made with respect to any appointment, promotion, reclassification, transfer, demotion re-appointment, and salary-setting decision made by a department.  

The matter of procedures employed and records kept in the course of employment activities are subject to continuing review and evaluation by the senior administrative officers of the University and by the Equal Opportunity Officer.

The Employment Director, using the data on SPA applicants and referrals, annually compares the figures on applicants and potential candidates.  The Director also determines whether underutilization exists in terms of applicant and potential candidate availability.  With the availability data so compiled and any other pertinent data he or she can set goals, as needed in light of the foregoing comparisons, for each Federal Occupational Category.

Some of the methods used by Human Resources staff to ensure that employment decisions are made in accordance with the Plan include:

-
Maintenance of centralized application and referral procedures;

-
Inclusion of minority and female members on the Human Resources staff;

-
Continuing education and training of its staff and departments' Human Resources Facilitators as to relevant laws, policies, systems, data and equal employment opportunity objectives;

- Maintenance in the Employment Department of periodic progress and status reports on utilization                   of black and female employees by Federal Occupation Category and department as well as equal opportunity goals;

-
Extensive recruitment from all reasonably available sources to maximize the numbers of minority    and female applicants from those available in the University's recruitment area;

-
Continuing recruitment from local vocational rehabilitation offices and other sources for referral of disabled persons interested and available in the University's recruitment area;

-
Referral to departments of applications from qualified employee candidates and applicants, with due regard for equal opportunity; 

-
Review and follow-up of hiring decisions with operating departments as to correct application of personnel policy and compliance with equal employment opportunity goals;

-
Continuing to publicize the Dispute Resolution and Staff Grievance Procedure for reporting, without fear of reprisal, complaints of alleged discrimination;

-
Prompt and responsive handling of any such complaint;

-
Maintenance of applicant logs and periodic analysis of applicant and referral flow rates by Federal Occupation Category and other relevant data to determine if race or sex is a factor in non-referral and non-selection of applicants.

The University and the Office of Human Resources will at appropriate intervals, re-examine the various aspects of its equal opportunity efforts.  Should any instances of discrimination be discovered in such analyses, or by other available means, the appropriate University officials will take corrective action.

VI.
DISSEMINATION OF THE EQUAL OPPORTUNITY POLICY AND PLAN

The University’s Equal Opportunity Plan has been disseminated formally both internally and externally.  Within the University, the policy has appeared and will continue to appear in several University sponsored publications.  These publications reach all levels of University employees.  Articles covering various informational and implementing aspects of the policy and the Equal Opportunity Plan and articles covering specific progress toward employment goals (such as new employees and employee promotions) appear regularly.  Additionally, formal statements of the equal opportunity policy are included in the Staff employee handbook and posted on departmental bulletin boards around the campus.  Publications with pictures or drawings depict minorities and non-minorities and men and women together in a work setting.  A copy of the current edition of the Equal Opportunity Plan is available on the University website at: www.unc.edu, for all departments, schools, units and applicants.  A copy of each archived edition of the Plan is available in the Employment Department.   
A list follows showing particular publications, the circulation of the publications, who has responsibility for each, and the time of publication.

Name of Publication
Responsibility

Time of Publication

1.  Publications Reaching All Employees
The University Gazette
Associate Vice Chancellor 

Bi-Weekly


for University Relations

Posters and Notices
Associate Vice Chancellor 

Continuing

for departmental 
for Human Resources and 

bulletin boards
department heads

EPA Non-Faculty 
Employment Department

As received
Openings List* 





Tenured/Tenure Track
Equal Opportunity Officer

Monthly

Faculty Vacancy Listing*
2.  Publications Reaching the Faculty
Faculty Handbook
A Committee of the 

Continuing


Faculty Council

3.  Publications Reaching Staff Employees

Human Resources 
Associate Vice Chancellor 

Continuing

Manual*
for Human Resources


and department heads

Staff Handbook
Office of Human Resources

Continuing

Memoranda
Office of Human Resources

Continuing

Staff Openings List* 
Employment Department

Weekly

Staff Openings List* 
Employment Department

Weekly

Friday Update

University Benefits
Benefits Department

Continuing

Handbook and Updates

· Also listed on the University's Office of Human Resources home page on the INTERNET'S World Wide Web 

Additionally, the Office of Human Resources conducts a formal orientation program for all new permanent Staff employees.  In all such orientation programs, the equal opportunity policy is discussed with new employees.  

With respect to external dissemination of the University's equal opportunity policy, the following list outlines some of the ways the policy is disseminated externally and the persons who have the continuing responsibility for the particular dissemination.


Means of Dissemination
Responsibility

Inform all recruiting sources,
Employment Director


including minority and women's
and department heads


organizations, community agencies,


community leaders, secondary schools 


and colleges of the University's 


policies, in writing


Incorporate the "Equal Opportunity 
Purchases and Stores


Employer” phrase in all purchase 
Director, Contracts and Grants 


orders and contracts
Director and Construction 



Administration Director


Incorporate the "Equal Opportunity
Employment Director


Employer" phrase in all employment


notices and advertising


When pictures are used, picture both
Employment Director


minority and female persons in 


employment advertising


Communicate to prospective
Employment Director


employees in advertising and otherwise
and department heads


the existence of the Equal Employment


Opportunity Plan and make available 


such elements as appropriate


Send written notification of 
Purchases and Stores 


University policy to all subcontractors,
Director, Contracts and


vendors and suppliers requesting 
Grants Director and 


appropriate action by them
Construction Administration 



Director


Make formal contacts with recruiting
Employment Director 


sources, including minority and women's
and department heads


organizations and disability services


providers, to explain the University's


policies and to seek qualified job applicants

VII.

EQUAL EMPLOYMENT OPPORTUNITY PLANNING

A.
Work Force/Labor Force Analysis Procedures
The data used in this Plan for hiring goals shows the University's work force profile by race, sex, and occupation category as of September 30, 2002.  It shows the University's Staff Permanent Full-Time and Part-Time (20-39 hours/week) work force.  

The 1990 U.S. Census occupation data by race and gender was used to identify the percentage of blacks and other minorities and females in the Recruitment Area.  This is shown for comparison by occupation category in the Availability Study.  It is important to recognize that the University's Recruitment Area has undergone a dramatic change in terms of phenomenal growth.  The civilian labor force for the five counties in 1990 totaled 492,160 persons, and in 2002 it totaled 647,395 persons, a 31.5 percent increase.  
The comparison of the Staff work force to the Recruitment Area Availability is the basis for setting hiring goals by occupation category.  Hiring goals are set when the availability percentage for the respective category exceeds the University's employment of blacks or females and when job openings are projected to become available during the period of the Plan.  Any data arranged by the Federal Occupation Categories is presented to measure progress towards the University's commitment and for compliance with federal requirements.  In addition, the evaluation of progress or determination of trends (see "Changes since 1973", Chart 4) is critical to defining the need for corrective action.

Chart 1 is the work force analysis, which includes an examination of the number of minorities and females as of September 30, 2002 assigned to the respective Federal Occupation Category.


B.
Job Opening Estimates

Job opening projections take into account the University data on permanent Staff openings filled for the five years ending September 30, 1998-2002.  Permanent openings filled for each of the last five years totaled, as follows:


Year
Openings Filled


2002
1,567


2001
1,856


2000
1,888


1999                   
2,121


1998
1,976

These openings were filled by promotions, lateral transfers and new hires.  New hires have filled approximately 65-70 percent of the openings and internal transfers have filled the remaining 30-35 percent.

Fluctuations in the number of openings filled each year can be attributed to changes in State-appropriated and Federal research funding, and employee terminations.  In the past, employee terminations have remained less than 20 percent of the Staff work force, however, the numbers still significantly impact campus.  For the past two years ending September 30, Staff terminations totaled 1,009 in 2002 and 1,141 in 2001.

The continued economic downturn at the national and state levels has resulted in higher unemployment rates and a greater availability of qualified candidates for vacant positions.  However, as the above numbers indicate, SPA employee retention continues to be an issue.  Retention difficulties are complicated by the high cost of living in Chapel Hill (9.1 percent above the national average).  Retention is further impeded by the State’s non-competitive pay program and substandard fringe benefits package.  Without a rational pay policy adapted to the unique realities of this geographic labor market, the University likely will continue to experience increasing difficulty in the recruitment and retention of qualified persons of any race or sex.


C.
Goals for the Year October 1, 2002 - September 30, 2003
Numerous circumstances can impact work force projections by race, sex and occupational category so that these are not always precise.  The number of new positions that might be established and turnover in this dynamic labor market cause such projections to be imprecise.  In this context, percentage work force goals to which the University is committed have been set where blacks and/or females are shown by availability to be under-represented in the University's work force.  These goals are shown in the Plan's Chart entitled "Work Force Profile Compared to Recruitment Area Availability and Work Force Goals" (Chart 3).  The percentage goals reflect the percent availability for the respective under-represented group in the respective occupation category.  No goal is shown where the University's SPA work force in the respective occupation category already exceeds availability as identified by the Availability Study.


D.
Equal Employment Opportunity Programs

1.
Recruitment


The University of North Carolina – Chapel Hill will strive to recruit actively from a variety of sources to achieve a diverse workforce that successfully meets the needs and demands of the University.

The hiring department, with assistance and guidance from the Human Resources staff, will:

· Assess the need for the position to ensure it contributes to meeting the goals, objectives, and mission of the work unit;

· Conduct a job analysis including a review of the duties and responsibilities of the position, and the qualifications required for successful performance; and 

· If necessary, revise the position description.

Job analysis is necessary only when there is a change in the duties and responsibilities that impacts the qualifications required.  If a current, accurate job analysis already exists for a given job type, there is no need to conduct an analysis for each vacancy.  For example, in instances where there is a high volume of positions in a class, frequent turnover in a class, or little job change, there will likely not be a need to conduct a new job analysis each time a vacancy occurs.  

The hiring department and Human Resources staff should work together to assure that the critical tasks (essential functions), knowledge, skills and abilities, training and experience requirements necessary for successful performance of the duties of the position are identified (including any additional position-specific factors).  The knowledge, skills and abilities described in class specifications developed by the Office of State Personnel may be used for recruitment and selection purposes where they are sufficient to differentiate among the qualifications of applicants.  

A department needing to fill an open permanent position notifies the Employment Department by processing an SPA Recruitment Requisition (SPARR) that includes the “Equal Opportunity Employer” phrase through the Human Resources Information System (HRIS) requisition workflow.

Human Resources staff will use information from the state job classification, as well as any additional information provided by the hiring department, to write the vacancy announcement to meet State and University requirements.  Human Resources staff will also consult with the department about adding additional job duty information, as well as preferred qualifications, to vacancy announcements.  In addition, Human Resources staff will consult with the hiring department to determine the need for additional recruitment sources including professional journals, newspapers, and technical colleges/universities to target specific audiences.  

Each SPARR includes a closing date, no less than 10 days and no more than 60 days from the original posting date, which is determined by the department in which the vacancy exists.  Unless an exception to the posting policy is approved, the customary employment procedure is to post the opening for a minimum of 10 calendar days on the designated Internet website (www.jobs.unc.edu), as well as on job posting boards located both inside and outside of the Office of Human Resource’s office at 725 Airport Road.  [Note: Vacancies must remain posted for at least seven working days, which may be more than ten calendar days.]    
Under the direction of the HR Services Senior Director and HR Team Leaders, the HR Generalists are responsible for Staff (SPA) personnel recruitment and for the preliminary screening and referral of a sufficiency of applications to departments.  HR Generalists coordinate all applicant screening and referral, identify applicants with priority status, determine selected candidate qualifying salary, and job offer activities for a designated set of campus departments.  The HR Generalists Team supports one of three functional areas of campus: Academic Affairs, Health Affairs or Administration and Student Services. 

Prior to the vacancy closing date, the hiring department will determine any selection tool(s) that will be used in the final evaluation process.  Any selection tool(s) used will be objective, based upon job-related knowledge, skills and abilities, and be consistently applied to all applicants in the final selection pool.  Human Resources staff will be available for consultation and assistance in this area.  Some examples of selection tools include structured interview, in basket exercises, written tests, skills tests, and reference checks (excluding typing and spelling tests).  

The departments are responsible for reviewing applications received based on overall qualifications, being mindful of special priority considerations established by the Office of State Personnel (OSP), such as “promotional priority”, “re-employment (layoff ) priority”, “veteran’s preference” or “return from workers compensation”. From this ranking, departments will choose applicants for interview, and select the most qualified candidate from those interviewed.  The person(s) interviewed or otherwise participating in the final selection process will constitute the most qualified candidates.  While no requirement exists indicating the specific number of interviews a department must conduct, the Office of Human Resources recommends interviewing at least three of the most qualified candidates for a vacancy.

a. Applicants and Applications

An important foundation for recruiting is the processing and maintenance of Applications for Staff Employment.  For the purpose of the Plan, an applicant is any person who:

submits a completed application on a current UNC – Chapel Hill Application for Staff Employment form (or its electronic equivalent) and must identify the specific position number, position title and department number being sought, application addendum, and any supplemental forms related to the position of interest, to the Employment Department within the posting period for consideration of employment as a Staff employee, who is available to participate in the University's pre-employment processing and who is available for such employment.

Applications that are not complete will not be considered.  A complete application must contain: 

· Complete information on education and all work experience; this includes dates and, if part-time, number of hours worked per week,

· Complete personal information, including demographic information, veteran’s preference eligibility, nepotism information, and information about criminal convictions;

· A signature or its electronic equivalent when submitted by email.

A complete application is required for each vacancy for which an applicant desires consideration.  The application remains active until the corresponding position is filled or cancelled.  Applications must be received prior to 5 p.m. on the specified closing date to be considered.  The applicant pool includes walk-ins and those responding to: (1) posted openings at 725 Airport Road and at: www.jobs.unc.edu;  (2) employment advertising in newspapers, professional publications, and recruitment websites (ie – Monster.com, jobs.triangle.com, etc.); (3) web links through the Employment Security Commission and Office of State Personnel; (4) contacts generated at career fairs; and (5) other notices by specific recruitment sources, such as referrals of friends and relatives by current employees, by campus departments, by friends of the University, and by community leaders and agencies, including many by the North Carolina Employment Security Commission.  

If no applicants clearly exceed the minimum qualifications, the hiring department may consider the existing applicants to be the most qualified applicant pool.  Or, the Hiring Supervisor may choose to extend the closing date in additional increments up to 60 days, should the initial recruitment efforts not generate sufficient applications.  Any applications received after the initial closing date and prior to 5 p.m. on the new closing date would be considered for referral.  

Occasionally, a department refers a person it has contacted through informal sources to the Employment Department.  The Employment Department encourages such recruitment help from departments.  However, the HR Generalists insure that referrals of all appropriate applications, including those forwarded by departments if any, meet the minimum qualifications for the position.

All employment facilities are open to all applicants on the same basis, by policy and practice and, as requested, accommodations are made for any applicant voluntarily self-identified as having a disability.


b.
Posting and Advertising Staff Position Openings

The hiring department is required to post the Announcement of SPA Position Recruitment form from HRIS for each of its Staff openings within the department.  Beyond that, the Employment Department coordinates all other means of posting advertising:

-
The posting process for SPA vacancies continues until the closing date passes, recruitment is put on hold or canceled, or until the hiring supervisor extends the closing date and the new closing date passes.  A current Staff Openings List is posted weekly on Wednesday by the Employment Department and updated each Friday to include any new postings received since Wednesday. 

-
The Staff Openings List is posted weekly on Wednesday by the Employment Department, and updated each Friday to include any new postings received since Wednesday, inside and outside at 725 Airport Road, as well as on the website at www.jobs.unc.edu. 

-
In addition to the Openings List, a searchable database is available on the website at www.jobs.unc.edu,  which is updated nightly to include all new SPA Recruitment Requisitions processed during the work day. 

-
A job offer or other commitment for an opening is prohibited prior to the posted closing date.  In emergency circumstances, the 10-day posting requirement can be waived with advance approval from the Director of Employment. 

-
Timely feedback is presented to each employee interviewed for a position after the selection decision is made and the job is filled. In addition, all applicants to a vacancy for which recruitment is cancelled will receive a notification letter. 
The Employment Department as feasible places newspaper and other external advertisements for vacant position openings in a Federal Occupation Category where there is difficulty in attaining a sufficiency of qualified candidates.

The University, with respect to affirmative recruiting for handicap status, subscribes fully and without reservation to Federal and State laws and to increasing its employment of the handicapped, when otherwise qualified.  The recruitment described herein contributes significantly to the objective of increasing the employment of the disabled and advancing the employment of the disabled.  The absence of quantitative goals for the disabled does not lessen the University's continued commitment to employing disabled persons and supporting, through any requested reasonable accommodation, their success when employed.

Continuing recruitment activities for Staff personnel include the following:

· Briefing sessions held with recruiting sources;

-

Participate in Career Day programs offered at community colleges and technical schools, or at Job/Career Fairs sponsored by other community organizations and area employers;

· Periodic contact with community organizations, including the Urban League, Community Action Agencies, the Durham Human Relations Commission, and the NAACP local chapter;

· Periodic contacts with leading black citizens in the University’s recruitment area (Alamance, Chatham, Durham, Orange and Wake counties);

-

Provide the www.jobs.unc.edu URL to other agencies, such as the North Carolina Employment Security Commission and the Office of State Personnel, for establishing links between the websites. 

-

Advertisements, as appropriate, are placed in the recruiting area’s black owned newspapers, that is, The Carolina Times, Durham, N.C. and The Carolinian, Raleigh, N.C., as well as extensive advertising in the widely circulated daily newspapers: Durham Herald/Sun and 


The News and Observer, Raleigh, N.C. 
-

Available job openings are posted in the lobby on the first floor of 725 Airport Road and externally at the 725 Airport Road office building;

· Regular contacts with representatives of vocational rehabilitation offices, sheltered workshops and services for the blind offices, and attending the quarterly meetings of the Triangle Area Business Advisory Council (TABAC); and
· Regular contacts with representatives of veteran’s groups, including the Employment Security Commission.

c.
Preliminary Applicant Screening

Each applicant for a permanent Staff position has pre-commitment contact with the Employment Department.  Here the applicant completes an application form that excludes non-job-related items.  The application form includes the "Equal Opportunity Employer" phrase and the University's "Equal Opportunity Pledge."  The latter is a paragraph in bold type that summarizes the University's equal opportunity commitment.  The HR Generalists’ preliminary screening occurs in accordance with the Minimum Recruitment Standards established by the N.C. Office of State Personnel or in accordance with preferred qualifications upon request by department.  The continuing training of HR Generalists and their stated personal freedom from bias minimizes the possibility of discrimination based on race, color, religion, creed, national origin, sex, age, disability, sexual orientation, veteran status or political affiliation/influence in making referrals.  

The University does not reject applicants on the basis of arrest records.  The University does not perform credit checks* of applicants.  Marital status, dependency, or minor children as such have no influence in the screening, referring and hiring decisions.

The application form also includes a separate sheet called the "Applicant Log," on which the applicant voluntarily notes his or her name, sex, birth date, ethnic background and citizenship status.  In addition, the applicant is given the opportunity to indicate voluntarily his or her Vietnam Era veteran status (if any).  The Applicant Log includes a statement that the Federal Government requires the University to monitor and produce certain data.  It assures the applicant the Log will be removed and "...not forwarded to any employing department."  It also makes clear that "...this information will not be used in making any decision affecting hiring or any personnel action following employment."  In fact, the "Applicant Log" is filed in the Employment Department, and is not viewed by any HR Generalist conducting preliminary screening and referral activities, nor is it ever shown to an employing department.

Each applicant is provided with an information sheet describing the Staff employment procedures and reinforcing the University's Equal Employment Opportunity policy.

The Employment Department processes completed applications as follows:

-
Records the Applicant Log information in the applicant database for periodic analysis of applicant and referral flow by race, sex and Federal Occupation Category.

-
Removes the Applicant Log from the Application form for separate filing.

-
Records certain application information in the applicant database for 


tracking and reporting subsequent screening and referral activity.

-
Delivers the application form to the appropriate HR Generalist for preliminary screening.

The HR Generalist examines thoroughly the application (without the "Applicant Log") and determines if it: (1) was received prior to 5 p.m. on the closing date, (2) meets the State's Minimum Recruitment Standards, and (3) meets any preferred qualifications.  The HR Generalist then enters into the computerized system the names of applicants meeting the minimum and/or above requirements, and regularly refers qualifying applicants for each vacant position assigned.

Applicants having questions regarding the hiring process are encouraged to call the Employment Department, HR Generalist, Hiring Supervisor or HR Facilitator for more information.  In certain cases, applicants may also meet with an HR Representative to have more complex questions answered in person.  Also, for the harder-to-fill classifications, this service provides an opportunity to interview those individuals and facilitate their consideration for employment, as workloads and staff availability permit.


d.
Pre-employment Testing

The University currently uses pre-employment tests on personal computers for determining typewriting and spelling proficiency as part of the selection process for certain secretarial/clerical Staff positions.  Representatives from the North Carolina Employment Security Commission administer the tests at the Tar Heel Temps office at 725 Airport Road.  These tests constitute work samples used to gauge an applicant's accuracy and speed and are centrally administered to candidates for Staff secretarial, typist and clerical positions.  The scores are used only to the extent that they are job-related and no centralized blanket cutoff scores exist.  These instruments normally are used to test applicants for the positions to be filled.  A reasonable retesting program is maintained.  For the convenience of applicants residing out of the area, the Employment Department has an arrangement for testing and reporting of scores at local Employment Security Commission offices.

In addition to the two pre-employment tests, an employing department may conduct a pre-employment performance test when such department has the necessary equipment or facilities used by the open position and those are not available in the Employment Department.  In these instances, the operating department is required to observe the University's established written guidelines for performance test administration.


e.
Referral to Departments with Open Staff Positions

The HR Generalists carry out these responsibilities through the application screening and referral service.  Among other things, this service provides for the HR Generalists’ referral to employing departments of completed applications, submitted by applicants within the posted recruitment period who have specified a position number, department number and classification title for the departmental position, and which meet the State's Minimum Recruitment Standards as established by the Office of State Personnel (OSP) for the job classification, and if applicable, the department’s position-specific preferred qualifications (specified on the job posting).  These State standards are expressed as minimum education and experience requirements and are shown in the appropriate classification specification issued by OSP.  Also, referrals on the basis of the State's minimum classification requirements will continue for any employee in layoff status or an employee with worker's compensation reemployment priority.

At the choice of the hiring department, they may receive all applications meeting the minimum classification requirements (including any additional position-specific preferred qualifications as listed on the SPA Recruitment Requisition and job posting) and perform the second level of evaluation within the hiring department.  Alternatively, the hiring department may choose to have their designated HR Generalist perform this second level of evaluation and forward only the group of most qualified applicants.  The HR Generalist may request a meeting with subject matter experts from the hiring department to help identify critical knowledge, skills, abilities and selective criteria, and evaluate applications to identify the most qualified applicants.  When the HR Generalist is responsible for performing the second level of evaluation, it will refer a manageable number of applications; typically 5 – 10 applicants for a single vacancy.  The determination of the pool of most qualified applicants cannot be made, either by the hiring department or the designated HR Generalists, until after the vacancy has been posted a minimum of ten calendar days. 

When a hiring department representative evaluates applications to determine applicants to be interviewed, he or she will be:

· a subject matter expert with specific knowledge of the job(s) being filled;

· familiar with selection guidelines, if not previously trained in selection processes, will learn selection policies, guidelines and procedures through specific training or through self-study.

The Human Resources staff will be available as needed as an advisor to ensure that policies and procedures are consistently applied.  The department conducts essential reference checking, makes the employment decision and submits the necessary job-related documentation on each referral to the designated HR Generalist.  The HR Generalist determines the maximum qualifying salary available for the job offer, conducts the criminal background check and advises the operating departments as to salary administration and other appropriate personnel policies.  Following this, the HR Generalist or trained department representative extends the offer to the selected candidate, covering the salary offer and proposed effective date.  If the candidate is an external applicant, the conditions of employment are reviewed and, if the offer is accepted, the candidate is scheduled for a Job Offer Acceptance Session and New Staff Employee Orientation.  Then the HR Generalist prepares a formal commitment memorandum specifying the classification, department, salary grade, salary rate, and effective date.  The HR Generalist returns the recruitment folder to Employment.  The Employment Commitment Processor enters the new employee's race and sex, and veteran status in the HRIS system and transmits a copy of the folder to the Employee Records Department.

The customary procedures for referral are followed day-to-day.  However, as might be expected in a dynamic work situation, minor variations are necessary to handle hundreds of contacts with applicants and employees, the continuing contact between the HR staff and hiring departments, the scheduling of interviews by department representatives, the scheduling of pre-employment tests, and essential reference checking by the departments and related processes.  These variations, when they occur, must not contravene the spirit of equal employment opportunity.

Seasonally and accordingly by occupation availability, the numbers of qualified candidates for some types of positions vary widely.  At a given time, there might be no candidate or many candidates for a given opening, and increasingly greater campus needs for qualified applicants.  However, in the wake of recent economic instability, increasing levels of unemployment have generated an unusually large applicant pool for some classifications.  Even so, it is not the University's practice and it is not in the University's interest to turn away any candidate qualified for an open position, except when a better-qualified candidate is selected.

The Employment Department actively solicits applicant feedback as to any problem or concern arising in the employment process.  In addition, HR Generalists at the 720 Airport Road Office are available on a personal basis to any applicant who feels he or she has been unfairly treated in this process.  Each HR Generalist has the responsibility for handling such inquiries.  The Employment Director, HR Services Senior Director and HR Generalist Team Leaders are also available and always receptive to investigate any complaint.  The Associate Vice Chancellor for Human Resources is available and likewise welcomes any such feedback as a method of correcting any improper situation.  The same officials are readily available to any incumbent employee who feels he or she should have been treated differently as a candidate for a given position.  Beyond that, the established Dispute Resolution and Staff grievance procedure are available to any such employee.

The Human Resources staff includes minority and female employees.  Members of the staff are carefully selected and trained.  No person with any identifiable bias is selected or retained for this staff.  Each staff member receives continuing orientation and training to insure commitment to equal employment opportunity goals and objectives and to be aware of even inadvertent bias arising out of procedures or any other source.  This affirmative and preventive training extends to all staff members engaged in position evaluation and classification, salary administration, recruiting, screening, selection, promotion, disciplinary and grievance handling, and related processes.

The University will, at appropriate intervals, reexamine the various aspects of its equal employment opportunity efforts.  Should any instances of discrimination based on race, color, religion, creed, national origin, sex, age, disability, sexual orientation, veteran status or other non-job related factors be discovered in such analyses, or by other available means, corrective action will be taken promptly by the appropriate University officials. 


2.
Selection
Using methods and procedures consistent with the principles and goals of equal employment opportunity, the Employment Department and HR Services Division are responsible for the recruitment, preliminary screening and referral of the applications of candidates for permanent Staff positions.  The head of the operating department or deputy has the final selection authority.  The recruitment and selection process will comply with all Federal and State laws, regulations and policies and will give equal employment opportunity to all applicants, without regard to race, religion, color, creed, national origin, sex, age, disability, or political affiliation/influence.  The final selection decision will be made from among the most qualified applicants, which includes applicants with re-employment priority, based solely on job-related criteria.  After reaching its decision to employ or not, the department notifies the HR Generalist on the Closing Referral Report form.  A department wishing to withhold final judgment on a particular candidate may do so and then proceed to consider others as referred.  Ultimately, the department in its judgment selects the best-qualified candidate.

In addition, a department needing to fill an opening may consider employees within that department who want to transfer to the open position.  Those whose applications meet the minimum qualifications for the classification of the open position are referred along with any applications of employees in layoff status and/or worker’s compensation priority status.

The operating department is accountable for the final selection, consistent with Equal Opportunity requirements.

After selecting a candidate for hire, the department will be responsible for documenting the selection process and justifying the job-related reasons for hiring recommendation and record the decision by specifying the selected candidate on the Referral Closing Report.  In addition, the department must also document the specific reasons for non-selection of all other applicants referred, using a standard Non-Selection Reasons Checklist.  When complete, the Referral Closing Report is then forwarded to the designated HR Generalist for job offer processing and when completed to the Employment Department for record retention. 

The Human Resources Department will be available for guidance and assistance to the hiring department at any time during the selection process.  Under the direction of the Associate Vice Chancellor for Human Resources and the Senior Director for Human Resource Administration, the Employment Director provides centralized processing to support departmental appointments, promotions, transfers, demotions and re-appointments.  Acting in coordination with employing departments, the Employment Department monitors such personnel actions in terms of equal opportunity and advises departments of any apparent legal or policy difficulty.

The Employment Department will maintain supporting documentation of the recruitment and selection process to provide fact-based information for monitoring and evaluating departmental recruitment and selection practices and procedures.  The Employment Department is required to maintain records of decisions and recommendations of all University schools, departments, and other units with respect to the hiring and non-selection of Staff applicants and the promotion, transfer and demotion of Staff employees, by race and sex for a three-year period.  The Employment Department monitors promotions by race and sex by Federal Occupation Category and reports these annually to the Equal Opportunity Officer.


3.
Job Structuring
The Employment Department administers the Human Resources policy covering salary matters with respect to appointments, promotions, transfers, demotions and re-appointments.  The Compensation and Classification Department administers the Human Resources policy covering salary matters with respect to reclassification.  In such administration, these Departments utilize the established State position classification system and pay plan, and policies.

The State classification system is established and periodically modified by the Office of State Personnel with approval by the State Personnel Commission.  Usually, these modifications are announced to the University at or about the implementation dates.  The Office of State Personnel exercises complete and total administrative control of these systems.  Day-to-day administration at the University is the responsibility of the HR Generalist Team Leaders, under the guidance of the Senior Director for HR Services.  The HR Services staff receives functional direction, detailed procedures and forms, close monitoring and extensive on-site audits by teams of State Personnel analysts.  This system applies to all State employees subject to the State Personnel Act (SPA), including all such Staff personnel at the University.  Operating departments are responsible for the assignment of duties and responsibilities to positions at the outset and for changing these as operations require.  The system requires that the department prepare and submit to the Office of Human Resources a description for each new position.  As requested, HR Generalists provide advice and counsel to departments on position design and the formulation of position descriptions, among other things.  An HR Generalist reviews the description for clarity and understanding and interviews department representatives and supervisors as appropriate for any clarification of responsibilities and additional information needed to assure a fair, equitable and correct decision within the State Classification System.  Following this and any other necessary study, the HR Generalist classifies the position, using the mandated State Classification System, by assigning it to the correct classification and salary grade, based on the duties and responsibilities assigned by the operating department.  The qualifications of any particular employee are not considered in classifying the position itself.  Such classification actions are subject to later monitoring and detailed on-site or other audits by the Office of State Personnel.

When a department significantly changes the duties and responsibilities of an existing filled position, it is responsible for directing any employee affected to prepare a new position description.  Here, as in the earlier stages, the HR Generalists provides advice on position design and the writing of the description.  Following that, the department is responsible for submitting the description and for requesting that the position's classification be studied.  The HR Generalist evaluates the position, as described above, and in so doing may interview each employee involved before reclassifying the position as warranted by the State Classification System.

Departments have the fundamental responsibility for maintaining accurate position descriptions with respect to actual and essential duties performed for each position.  As a complement to department maintenance efforts, Human Resources Compensation and Classification staff and, frequently, the Office of State Personnel, initiates studies of position families or classes.  In these, the department is requested to have current position descriptions prepared for all the positions affected and to submit them for evaluation and review.

Career ladders are built into the State Classification System on a statewide basis and cannot be further enhanced to meet local operating circumstances.


4.
Training
In 1990, the University established a central training function, the Human Resources Training and Development Department.  The Human Resources Training and Development Department will provide recruitment and selection training to managers, supervisors and Human Resources Facilitators on a scheduled basis through such courses as Supervisory Resources Training, Human Resources Facilitator training and other programs.  These programs, as well as others, address a wide variety of management, supervisory, and employee needs.  The department's mission is to provide meaningful training opportunities which encourage development, stimulate productivity, create a healthier workplace environment and enhance the capabilities of the University's committed and diverse work force.

Workshops offered by the Training and Development Department include a variety of Cultural Diversity programs, the Equal Employment Opportunity Institute (a state-mandated diversity training program for managers and supervisors), Team Building, Interaction Management, Conflict Management, Mediation, Positive Negotiation, Gender Communication and Career Development.  All workshops are free to UNC-CH staff, managers and supervisors.  Special training will be available on request from hiring departments and selection committees.

All educational and other training programs sponsored by the University are open to qualified employees without regard to race, color, religion, creed, national origin, sex, age, disability, sexual orientation, or veteran status.  Employees are encouraged to avail themselves of these benefits in response to a planned, continuing variety of communications from the HR Training and Development Department.

Educational leaves may be granted by the University for purposes that will tend to make its employees more valuable.

Information regarding Training and Development programs, tuition waiver, and educational assistance programs, is available at: www.ais.unc.edu/hr and click on “training programs” and “wellness”.
5.
Management Training

Critical to the University's equal opportunity efforts and success are its training programs for managers and supervisors.  Periodic special training is conducted by the Chancellor or his designee and the Equal Opportunity/ADA Officer to explain to University administrators the University's Equal Opportunity Policy and to define individual responsibility for the effective implementation of equal employment opportunity.

Other training day-to-day occurs between managers and the Office of Human Resources.  The centralized training administered by HR Training and Development is specific and comprehensive for managers/supervisors and is offered on a regular, recurring basis as follows:

-
the definition of equal employment opportunity;

-
the legal bases for equal opportunity;

-
interpreting and applying equal opportunity policies and guidelines;

-
sexual and racial harassment policies, the established procedures 


for reporting investigating and resolving such matters;

-
preventing work place harassment;

-
the guidelines for valid and legal selection procedures;

-
identifying and eliminating barriers which can lead to 
discrimination;

-
implementing the equal employment opportunity program for Staff employment.


6.
 Upward Mobility
The University's Staff work force is highly mobile.  The University has formal systems designed to move Staff employees seeking upward mobility through transfer or promotion.  These systems enjoy a high level of satisfaction among, and participation by, Staff employees.  Promotions during recent years comprised 30-35% of job openings filled each year. For the year ending September 30, 2002, 380 employees were promoted, comprising 24.3 percent of the 1,567 openings filled.

The number of promotion opportunities generally depends on fund availability absent any State spending restrictions (like those imposed in the early 1990's).  Promotions include upward movement in the same position through position reclassification or salary range revision or by transfer to another position at a higher salary grade within the same department or by transferring to another department.  

7.  Performance Appraisal

Information on the University’s Performance Management System is available at:

www.ais.unc.edu/hr/ and click on SPA Manual, Section IX.


8.
Dispute Resolution and Staff Grievance Procedure

Information on grievance procedures is available at: www.ais.unc.edu/hr/ and click on SPA Manual, Section XIII


9.
Internal Monitoring, Evaluation and Auditing System
Considerable responsibility for monitoring, analyzing and evaluating the University's equal opportunity progress rests with the Office of Human Resources.  These responsibilities are carried out in numerous formal activities by the HR Employment Department, as follows:

-
Semi-Annually monitoring as to hiring and placement results compared to 


the annual hiring and placement goals set by race, sex and Federal 


Occupation Category.  This monitoring also is by classification title 


and by campus department showing in each the representation by 


race and sex.

-
Semi-Annually monitoring as to applicant flow and application referral 


flow by race, sex and Federal Occupation Category, including adverse


impact calculation by job classification of openings filled.

-
Semi-Annually monitoring as to promotion activity selections by race, sex and 


Federal Occupation Category.

-
Semi-annually monitoring of job offers declined, by classification 


title, race, sex and Federal Occupation Category.

                 -
Annually compiling, analyzing and reporting (to the Equal Opportunity/


ADA Office) an extensive report covering all aspects of equal 


opportunity progress.

-
Upon request, assisting the Equal Opportunity Officer to respond to 
reviews by the Office of Federal Contract Compliance, U.S. Department of Labor and other federal offices.

VII.
SEXUAL HARASSMENT PREVENTION PLAN


Information on the sexual harassment prevention plan is available at:


www.unc.edu/campus/policies/sexual_harass.html
IX.
LAYOFF (REDUCTION-IN-FORCE) GUIDELINES

Information on the layoff guidelines is available at:


www.ais.unc.edu/hr/ and click on SPA Manual, Section XV.

X.
RACIAL HARASSMENT PREVENTION PLAN

Information on the racial harassment prevention plan is available at:


www.unc.edu/campus/policies/racial.html
XI.
NON-DISCRIMINATION POLICY



Information on the Non-Discrimination Policy is available at:



www.unc.edu/campus/policies/nondiscrim.html




* Except as part of the background investigation of applicants considered for sworn positions in the Public Safety Department.
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