
Recruitment Policy
I.  Purpose
The purpose of this policy is to ensure that Eastern Oregon University will attract and retain the most highly qualified workforce available to us. It is our intention to make known information about employment opportunities at the University to the largest practicable number of persons necessary to ensure generation of a diverse pool of candidates, compliance with the law and affirmative action hiring goals, attraction of new employees, and recognition and development of current employees.  The aim of the recruitment process is to appoint the most suitable person for the position.  The management of this process will enhance the University’s reputation as an employer of choice.
II.  Scope
This policy shall be followed for position openings for all classifications of employees:  executive, administrative, teaching and classified.  
III. Policy

A. Equal Employment Opportunity:  It is the policy of the University to provide an environment free from discrimination, including sexual harassment and sexual assault.  The University does not discriminate against eligible persons on the basis of age, race, sex, creed, color, religion, sexual orientation, Vietnam-era veteran’s status, or ADA-protected disabilities in admissions, access, and/or employment in its programs and activities.  No qualified person shall, on the basis of  age, race, sex, creed, color, religion, sexual orientation, Vietnam-era veteran’s status, or ADA-protected disability, be excluded from participation in, denied the benefits of, or otherwise be subjected to discrimination in University programs or activities.

B. Confidentiality:  To protect the privacy of candidates and to preserve the integrity of the recruiting process, all search committee members are required to maintain confidentiality throughout and after the conclusion of the recruitment process.  Confidential information includes matters discovered or discussed during the recruiting process.  All information relating to the search may only be discussed with other search committee members, Human Resources, the Affirmative Action Officer or administrators in the chain of command of the hiring department.  Employees who violate this requirement for confidentiality will be removed from the search committee.  The qualifications and experience of candidates that they represented during the hiring process may be publicly shared at the time of the campus visitation.  Reference checks of applicants shall be made, and the search committee is not  limited to those persons listed as references by the applicant if they have received permission to check secondary references.
Search committee members will sign an Ethics Agreement.  Employees who do not wish to sign an ethics agreement will not be appointed to a search committee.

C.   Compliance with Collective Bargaining Agreements: 
It is the University’s policy to adhere to all provisions specified in the collective bargaining agreements.    

D.    Employment of Relatives:  An appointing authority, manager or supervisor is 


prohibited from employing, by appointment,  promotion or transfer, a member of his/her family as outlined in EOU’s Nepotism Policy.
E.   Recruiting

   1.  The University will require a formal recruitment process to fill all permanent positions, including but not limited to:
· Permanent classified vacant positions, unless the position is filled by direct appointment;

· Sabbatical replacements;
· Any full-time permanent position;

· A position where a significant change has occurred in the nature of the position for which a recruitment was already conducted, such as when a non-benefits eligible position is re-identified as benefits eligible;

· A temporary position that has been re-identified as permanent;

· A non-benefits eligible position for an academic year when there is a reasonable expectation that it will continue beyond one year;
· A position that was previously filled by an emergency appointment.

· An unclassified vacancy for a temporary position with a duration of greater than 180 days.

2. Recruitment is not required under the following circumstances:
The temporary nature or the funding source of an appointment may make it more practical to appoint an individual rather than to conduct a search.  When a search committee is not used, good faith efforts should be made to identify and recruit qualified candidates.  Specific instances when the selection process may be modified are listed below.


Exception approval  form required:  
· Appointments funded by a grant or contract where the individual is specifically named in the grant or contract or hired by a grantor board;
· Emergency/temporary hires;  
· Direct Appointment (requires Presidential approval);

· Reclassification of a current unclassified employee’s position as approved by Human Resources, where duties are added that do not change the nature of the position, fte and/or contract length has been modified, and benefits eligibility status does not change;

· Interim/Acting appointments.

Exception approval form not required:
· Appointments to teaching position for one term, whether benefits eligible or not;

· Term-by-term appointments, whether benefits eligible or not, when the conditions of re-employment depend on student enrollment;

· Temporary classified appointments;

IV.  Definitions:
Temporary classified appointments:  Temporary classified appointments as described in the recognition article in the OUS/SEIU Collective Bargaining Agreement.

Term-to-term basis:  Academic employees who do not receive a Notice of Appointment for more than one academic quarter at a time.

Emergency hires:  Employees hired without competitive recruitment when an academic employee quits at a time when it is not possible to recruit and fill the position prior to the date classes begin.  Human Resources will authorize emergency hires.
Direct Appointment:  Permanent appointment to a position that meets either Affirmative Action goals, other appropriate criteria, or for classified staff, criteria for noncompetitive selection as outlined in the OUS/SEIU Collective Bargaining Agreement.  Requires Presidential approval.
Internal Candidates:  For classified positions, employees of EOU who are members of the SEIU bargaining unit (does not include temporary or student employees).  For unclassified positions, employees of EOU who are members of the AAP bargaining unit, a member of administrative faculty, or hold any other paid position whether hourly or salaried.
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