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ROAD MAP TO HIRING

For Faculty and Unclassified Staff
STEP 1

Contact the Equal Opportunity (EO) Office or www.pittstate.edu/eoaal for a copy of the Pittsburg State
University Guidelinesand Proceduresfor a Successful Search for Faculty and Unclassified Staff.
Create a search committee. Plan when to meet. Schedule an appointment with the Director of Equal
Opportunity to explain the search process, if necessary.

Draft position description and advertising copy.

STEP 2:

Submit a Position Allocation Form.

Attach a Recruitment Plan.

For Faculty: submit to chair first (then dean, then EO Office).

For Unclassified Staff: submit to supervisor first (then Director).

Receive email notification from EO Office with approval or changes necessary along with Applicant
Characteristics Form.

STEP 3:

The Position Allocation Form leavesthe EO Office, goesto the Appropriate Vice President’ s Office, then
the Vice President for Administration and Campus Life, and finally to the President.
After the President approves the allocation:

0 Receive ahard copy of the Allocation Form through campus mail.

0 The position description is posted on the PSU website.

0 Thedepartment may place advertisements.

STEP 4:

Meet with search committee. Remember confidentiality procedures with regard to applicant identity.
Create interview questions, see Guidelinesfor Interview Questions.

Prepare I nitial Applicant Assessment Form. See Sample I nitial Applicant Screening as an example, and
adapt it to the search as needed.

As applications come in, send candidates the link to the Applicant Char acteristics Formswith naotification
that the application was received.

STEP5:

On or after first review date, assess applications with Initial Applicant Assessment Form.

Using the data from the assessment forms, rate applicants with Committee Summary of Candidates.

On the Committee Summary of Candidates form, identify who will be interviewed by telephone.

Send form to EO/AA for approval. Attach proposed interview questions for approval. For fastest approval
email to Director of Equal Opportunity.

STEP 6:

Schedul e telephone interviews with candidates.

Prepare Evaluation of Telephone I nterview assessment form. See sample Evaluation of Telephone
Interview as an example, and adapt it to the search as needed.

After each telephone interview, assess candidate with Evaluation of Telephone Interview.

Assess applicant pool using results of Evaluation of Telephone Interview and compile results using
Committee Summary of Candidates.



Submit Committee Summary of Candidates with decision of who to interview to EO/AA for approval. For
fastest approval, email to Director of Equal Opportunity.

STEP7:

Schedule on campus interviews. Modify On Campus Interview Evaluation to apply to the position
description. See sample.

Conduct on campus interviews.

Assess candidates with On Campus I nterview Evaluation and compile resultsin Committee Summary of
Candidates and submit to EO/AA.

Compile report on candidates and submit to department chair or appropriate administrator.

Chair or appropriate administrator decides who to offer the job to, conditiona upon a pre-offer background
check.

EO/AA Office conducts Background check of candidate.
STEP 8:

After satisfactory background check, receive clearance from EO/AA to offer job.
Submit an Appointment Form, attach resume.

If ateaching faculty member, also attach a completed Spoken English Form.
Save applicants’ resumes and hiring pool information for 3 years.

Continue to maintain confidentiality about the search process.

For further questions about the hiring process, please contact Jamie Brooksher, Director of Equal Opportunity, at
extension 4189 or by email jbrooksh@pittstate.edu.
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SEARCH COMMITTEE CHAIR RESPONSIBILITIESCHECKLIST

Read the Policies and Proceduresfor a Successful Search handbook, at www.pittstate.edu/ecaa or pick up a

copy at the Office of Equal Opportunity in Room 218 Russ Hall. Direct other committee members to read the
Policies and Proceduresfor a Successful Search handbook.

Schedule and chair meetings.

Maintain records for the search.

Ensure that al individuasin the recruitment process follow University procedures.

Develop outreach efforts to target underrepresented group members.

Ensure confidentiality is maintained.

Verify the following for each stage of the process:

Stage 1: Initiating the Search
Arethe duties of the position description clear and comprehensive?
Arethe required qualifications critical to performing the duties?
Will your required qualifications unnecessarily eliminate persons capable of performing the duties?
Arethe required qualifications measurable and clear?
Arethe preferred qualifications measurable and or demonstrable and clear?
Have you prioritized the preferred qualifications in order of importance?
Have you devel oped a screening instrument to record factual information regarding each applicant?
Have you discussed and agreed how all requirements will be assessed?

Stage 2: Recruitment
Is your advertising sufficient to reach a reasonable number of qualified applicants?
Have you identified ways to reach women and or minorities?
Do your ads conform to all advertising guidelines?

Stage 3: Screening
Have you generated a sufficient pool of qualified applicants?
Have you completed a screening instrument for each applicant
Have you sufficiently documented who was screened out and why?
Do you have at least three well qualified applicants to recommend for an interview?

Stage 4: Interviews

- Haveyou prepared alist of standard questionsto ask al interviewees?
Do theinterview questions relate to the position duties or quaifications?
Have you prepared an interview evaluation form?
Have you documented responses to al interview guestions?

Stage 5. Selection
Have you prepared alist of standard questions to ask all references? (if not relying on letters of
recommendation)
Have you contacted references or received letters of recommendation for all on campus interviewees?
Have you documented responses from references?
Have you considered the applicants application, cover letter, resume, interview, references and
gualifications as a whole when eval uating interviewees?
Have you documented the rationale for your hire and those not hired?
Have you collected all documentation (screening instruments, interview evaluations, correspondence, etc.)
from the search for recordkeeping purposes?



SEARCH COMMITTEE STRUCTURE
AND DUTIES

STRUCTURE:

Minimum of 3 members, ideally 5 to 9. Committee size will vary according to the type of appointment. In small
departments, a committee of the whole may be appropriate.

All committees should try to provide adequate diversity even if that affects committee size. Consider bringing in
individuals with a diverse point of view.

All Committees should attempt to have someone from a program external to the hiring unit as a voting and
participating member.

Screening committees must be discipline/program dominated in order to fully evaluate candidate credentias. Chairs
will normally be from the hiring program/discipline.

DUTIES:

1

10.

11.

12.

Maintain confidentiality throughout the entire hiring process. The committee shall not discuss any aspect of
the search outside of the search committee meetings.

Read the Pittsburg State University Guidelines and Policiesfor a Successful Sear ch.
Follow the Roadmap to Hiring.

Attend all meetings.

Explore aternatives in the search process that identify minority and women candidates.
Contribute your personal and professional perspectives.

Determine whether there are stakeholders in the community who might be interested in the position and invite
them to meet and give input on the candidates.

Evaluate and assess the applications and applicants while maintaining the vision for the position, keeping the
best interest of the department and PSU in mind.

Act in atimely manner with respect to timelines and deadlines.
Work toward a consensus.

Maintain proper documentation for recordkeeping purposes. See sample Tracking Form. At the conclusion of
the search, dl materials are to be given to the designated administrator.

Committee members are encouraged to meet with the Office of Equal Opportunity at any time to discuss
screening, appropriate interview questions, diversity issues, confidentiality, reference checks, or any other
information related to the recruitment process.



Please thor oughly complete form. If you have questions, please contact your unit supervisor.

No.
PITTSBURG STATE UNIVERSITY
UNCLASSIFIED POSITON ALLOCATION FORM

FROM: DATE:
(Usually Signature of Chair, Director or Supervisor)

THROUGH: DATE:
(Usually Signature of Dean or Supervisor, if applicable)

THROUGH: DATE:
(Signature of Director of Equal Opportunity/Affirmative Action)

THROUGH: DATE:
(Signature of Appropriate Vice President)

THROUGH: DATE:
(Signature of Vice President for Administration and Campus Life)

TO: President Bryant

SUBJECT: Request for (ALLOCATION) (REALLOCATION) of Unclassified Position

Proposed rank and/or title:

Recommended Salary: Date Needed:

Incumbent:
(If not a“NEW?” position, resignation letter with original signatureisrequired.)

If other than state funding, specify account name and number:

If state funding sourceis this: Part-time Replacement (sabbatical/LWOP) Shrinkage/salary savings
Check one: Fall Semester Academic Y ear Other Comment:
Spring Semester Fiscal Year
Summer Session Specified Period
Check One: Full Time Part-time
Check One: Annua Temporary
Tenure Earning One Year Only
OR

Renewal for a maximum of
years



Describe the specific need for the position. (Include number of courses or sections to be taught and credit hours of
each.)

State how allocation/reallocation of this position will strengthen Department/Area.

State how work will be accomplished if the position is not allocated/reall ocated.

Job description and recruitment plans approved by Director of Equal Opportunity.

TO:

(Vice President or Appropriate Supervisor)

Request is (approved)  (approved with modifications)  (disapproved)

Date:

Tom W. Bryant
President

cc. Chair, Director or Supervisor
Dean or Supervisor
Director of Equal Opportunity/Affirmative Action
Vice President
Vice President of Administration & Campus Life



RECRUITMENT PLAN:
The Recruitment Plan is attached to the Allocation Form. It includes:

1. ThePosition Description

2. Copy of prospective advertisement, and list of where the advertisement will be published
3. A Timelinefor the Search Process

4. A list of whoison the search committee

CREATING A POSITION DESCRIPTION

Basic Elements of a position description:

A statement of the purpose of the position

Elaboration on the essential functions and primary interfaces

Delineation of the required and preferred qualifications

Contact information

The statement: “ Pittsburg State University isan Equal Opportunity, Affirmative Action employer.”

agrODdDE

Will be posted on www.pittstate.edu/eoaaljobs.html

CREATING AN ADVERTISEMENT

Shorter version of position description. Checklist of what to include:

Position title

Institution and location

Reporting structure

Primary accountabilities and responsibilities

Key qudlifications

Didtinctive qualities desired

Application process

Review process

Salary range or “to commensurate with experience”
Contact information

“Pittsburg State University is an Equal Opportunity, Affirmative Action employer.”
Must be approved by the Director of Equal Opportunity

OO0 O0OO0OO0OO0OO0OO0OO0OO0OO0OOo

Minimum last date to accept applications (after first public notification) must be:
FACULTY - tenure earning- 30 days, non-tenure-earning- 15 days.
UNCLASSIFIED STAFF- 14 days.

LIST OF WHERE THE ADVERTISEMENT WILL BE PUBLISHED

The Recruitment Plan must include alist of where the advertisement will be published.
The advertisement must be published in print.

Faculty tenure earning: Must be published in at least one national journal. The journal can be industry
specific.



Temporary, part-time Faculty: May be published regionally (i.e., The Joplin Globe.)

The position description will be posted on PSU’ s website.

TIMELINE FOR THE SEARCH PROCESS

Include dates for each step of the process.

First date of review
Telephone interviews begin
On Campus interviews begin
Anticipated hire date

Ao

THE SEARCH COMMITTEE MEMBERS

Include alist of who is on the search committee.



RECRUITMENT PLAN
CHECKLIST:

The Position Description

Copy of prospective advertisement

List of wherethe advertisement will be published
Timelinefor the Search Process

List of who ison the search committee

Attached to the Position Allocation Form



COMPLIANCE WITH EQUAL OPPORTUNITY/AFEIRMATIVE ACTION
in the search and hiring process at Pittsburg State Univer sity

Pittsburg State Univer sity Equal Opportunity Policy:

Pittsburg State University is committed to a policy of educational equity. Accordingly, the University admits students,
grantsfinancial aid and scholarships, conducts all educational programs, activities, and employment practices without
regard to race, color, religion, sex, national origin, sexual orientation, age, marital status, ancestry or disabilities. Any
person having inquiries concerning the University compliance with regulations implementing Title VI, Title IX,
Section 503, Section 504, and A.D.A. is directed to contact Jamie Brooksher, Director of Equal Opportunity, 218 Russ
Hall, Pittsburg State University, Pittsburg, KS 66762, telephone (620) 235-4185 or (620) 235-4189 or emal
jbrooksh@pittstate.edu.

Suggestions to I ncrease Diversity in an Applicant Pool

Salicit names of potential candidates from minority or women faculty/unclassified staff in the department or in the
School. Write, call, or meet with the potential candidate and encourage their application.

Send position announcements to professional organizations and their subgroups or interest groups with a minority
focus. For example: National Society of Black Engineers.

Send position announcements to the university department aligned with your discipline at the institutions that graduate
the largest number of minorities of color. The EO Office hasalist of institutions avail able on request.

Meet with potential minority or women candidates at conferences to discuss the position whenever possible.

Consult sources like the Minority & Women Doctoral Directory, http://www.mwdd.conV/, for contact information of
potential diverse applicants.

Possibilitiesfor Diverse Advertising:

Hispanic Outlook in Higher Education  http://www.hispani coutl ook.com/

Association for Women in Science http://www.awis.org/

Women in Higher Education  http://www.wihe.com/

Diversity Issuesin Higher Education  http://www.diverseeducation.com/

Affirmative Action Register http://www.aar-eeo.com/

Saludos Hispanos http://www.saludos.com/

Historically Black College & University Career Center  http://www.hbcucareercenter.com/
Diversity Web  http://www.diversityweb.org/

American Association of University Women  http://www.aauw.org/about/jobmarket.cfm
Business and Professional Women'’ s Foundation http://careers.bpwusa.org/

Native American Times http://www.nativetimes.com/

Minority Online Information Services http://www.molis.ug/

Women in Technology and Industry  http://www.witi.com/

IM Diversity Career Center  http://www.iminorities.com/BCO/employer.asp




PITTSBURG STATE UNIVERSITY

OFFICE OF EQUAL OPPORTUNITY
Dear Applicant,
Pittsburg State University is an equal opportunity, affirmative action employer. Various equal opportunity/affirmative
action agencies require that Pittsburg State University compile summary data on the ethnicity, sex, disability status and
age of the applicantsfor positions. For the purpose of the statistical analysis, we require that you complete and return
this form in the enclosed self-addressed envel ope.

Please be assured that the information will be kept CONFIDENTIAL by the Office of Equal Opportunity/Affirmative
Action. Theinformation will not be used as criteriafor selection.

Thank you for your cooperation and time as we strive for equal opportunity in higher education through affirmative
action.

Sincerely,

Jamie Brooksher
Director of Equal Opportunity/Affirmative Action

APPLICANT CHARACTERISTIC SURVEY

Position Applied For: Date

Name; Sex: Femae[ | Mde[ ]

Ethnicity: White[ ] Black [_] Hispanic[_] Asian or Pacific Islander [_] Native American [_]
Age: 18-39[ |40+ [ ] Vietnam Veteran: Yes[ | No[ ]

Disability: (Asdefined by the Rehabilitation Act of 1973: sight, hearing, speech, ambulatory, coordination,
psychological/emotional) Yes[ | No[]

How did you learn about the position opening? Word of Mouth ] PSU Employee[ |
Advertisement[ ]| if advertisement, name where:

Placement Office [ ] if office, name which:

Professional Association Listing [_] if association, name which:

Bulletin Board [_] if board, name where;

Other [_] specify where:

218 RussHall 1701 South Broadway Pittsburg, Kansas 66762-7546 (620) 235-4185 www.pittstate.edu/ecaa/



CANDIDATE TRACKING FORM

Name

Date of
Application/
source

Acknowledge/
Application
Date

Phone
Screen

Reference
Screen

Acknowledge
Progress
(Date)
Campus
Interview

Stake-
holder
Input

Outcome &
reason

Fina
Notification
(Date)

Position:




GUIDELINESFOR INTERVIEW AND REFERENCE QUESTIONS

INTERVIEW QUESTIONS

SUBJECT

ACCEPTABLE INQUIRIES

UNACCEPTABLE INQUIRES

NAME

Whether the applicant has worked under another name.

Inquiry about the name that would
seek to elicit information about the
candidate’ s ancestry or descent.
Inquiry about a name change dueto
court order, marriage or otherwise.

BIRTHPLACE

See Citizenship below.

Birthplace of applicant, spouse,
parents or other relatives.

CITIZENSHIP

Statement that employees must be eligible to work in
the US.

Any inquiries about citizenship or
whether the applicant is or intends to
become a US citizen.

RESIDENCE
NATIONALITY

Place of residence.

Length of residence in thiscity.

Specific inquiriesinto foreign
addresses that would indicate
national origin, nationaity of
applicant. Whether applicant owns
or rents home.

AGE

Can inquire if applicant meets minimum age
requirements, or state that proof may be required.

Cannot require that applicant state
age or date of birth. Cannot require
that applicant submit proof of age
before hiring. Any questions that
may tend to identify applicants over
40 years of age.

Inquiry or restriction of employment is permissible
only with a bona fide occupational qualification—
practically never.

Any inquiry that would indicate sex
of the applicant. Applicant’s sex
can't be used as afactor for
determining whether an applicant
will be “satisfied” in aparticular job.

MARITAL AND
FAMILY STATUS,
SEXUAL
IDENTITY

Whether applicant can meet specific work schedules.

Marital status or number of
dependents. Names, ages, or
addresses of spouse, children, or
relatives. Questions about sexual
identity, orientation, or preference.

RACE, COLOR,
PHYSICAL

Voluntary submission of EO/AA information is made
directly to the Office of EO.

Inquiry as to applicant’s race, color
of skin, eyes or hair or other
questions directly or indirectly
indicating race or color. Applicant’s
height or weight when it is not
relevant to the job.




DISABILITY Can ask an applicant questions about his or her ability | General inquiries (“ Are you
to perform job-related functions. disabled?’) that would tend to reveal

disability or health conditions that
do not relate to fitness to perform
the job.

EDUCATION Applicant’s academic, vocational attainment. Date last attended high school
(reflects age).

PREGNANCY No acceptable inquiry. Any question concerning pregnancy
or birth control.

ARRESTSAND | Asking about conviction of acrime related to job Asking about arrests.

CONVICTIONS

qualification.

RELIGION No acceptable inquiry. Any question requesting the
applicant’s religious affiliation,
church, parish, pastor or religious
holidays observed.

MILITARY If needed for employment history, you may ask about Any question into applicant’s

EXPERIENCE applicant military experience in the armed forces. general military experience, or type

of discharge.

ORGANIZATIONS

Any question into applicant’s membership in
organizations which the applicant considers relevant to
his/her ability to perform the job.

Asking what organizations, clubs
and sacieties the applicant belongs
to that are not relevant to his’her
ability to perform the job (political,
socia, religious, etc.)

STRATEGY FOR FORMULATING INTERVIEW QUESTIONS

Be sure each applicant is asked the same set of questions.

Ask open questions.

Avoid leading questions.

Use follow-up questions for complex subjects.
Ask behavioral event questions. Ask the candidate for details about what they actually did, why they chose to do what
they did, and the outcome of their behavior.

Examples of good interview guestions:

1. Tel me about asuccessful collaborative project you worked on in the past year. With whom did you work?
What was your role? How did it turn out?

2. How did you market your new program to the intended participants? Who did you have to work with to pull it
off? What happened? What, if anything, would you do differently next time? Why?

3. What was the most challenging counseling situation you had last year? How did you approach it? What steps
did you take to address it? What was the outcome?

4. We'd likeyou to think of an example where you were responsible for organizing and coordinating a major
initiative in your department. How did you approach the task? Walk me through the steps. How did you
evaluate its effectiveness? How did the imitative work out?

5. Canyou give us an example of arecent leadership challenge you have had to face in the workplace?

6. Asthe new director, what initial stepswould you take to establish your leadership?




7. Inprior jobswhat did you do to foster positive working relationships with your new staff and supervisor?

8. Give an example of when you anticipated a problem and were able to provide direction to address that
problem.

9. Tel me about atime when you had to adjust to changes beyond your control.

10. Give an example when you told someone to do something and they did it wrong. How did you handle it?

QUESTIONS FOR REFERENCE CHECKING

Prepareyour questions ahead of time.

Follow the same legal guidelines as above. You may not ask areference a question that you cannot legally ask a
prospective employee. (For example: you may NOT ask areference, “ Doesthe candidate have children?”)

Appropriate areas of inquiry of areferenceinclude:

Job responsibilities

Quality of overall job performance
Productivity

Ability to work with others
Strengths

Weaknesses

Areas for improvement

Specific achievement on the job
Motivation

Eligibility for rehire

Examples of good questions:
Regarding Teaching-

How would you describe candidate’ s teaching style?
Can you think of atime when candidate faced some significant challengesin the classroom and how she/he
worked to overcome the challenges?

Regarding Advising-

How would you describe candidate’ s one-on-one interaction with students?
This position includes being a adviser. What specific experience does candidate have in counseling
students?

Regarding Collaboration-

What experience did candidate have working in teams at your institution?
Did she/he do any collaborative research with other faculty across departments?

Tipsfor conducting a refer ence check:

Be thoroughly familiar with the candidate sfile.
Call references in groups of two or more committee members.
Open the call with an explanation of who you are and why you are calling.



Plan questions ahead and follow your plan during the call.

Sort out opinions from facts and examples.

Write down as much as you can.

Collect relevant information without evaluating it.

Be alert to: unusual hesitations, evasive responses, overly negative or overly enthusiastic responses.
Take the time you need.

Express appreciation.

If warranted, re-contact the reference person.



SCREENING COMMITTEE APPLICATION EVALUATION
Sample Director of ...

Academic Qualifications:

Required: Master’sDegree

[]Yes [ ]No [ ] Need More Information

Preferred: Master’s Degreein Specific Field

[ ]Yes [ ]No [ ] Need More Information

Experience, Qualifications, Skills and Other Requir ements:

Required: Experiencein Specific Field

[]Yes [ ]No [ ] Need More Information

Preferred: Ability to ...
[]Yes [ ]No [ ] Need More Information
Preferred: Proficiency in ...

[ ]Yes [ ]No [ ] Need More Information

Committee M ember’s Comments:

Please rate candidate on the following scale (from 0 to 5):

Unqualified Poor Fair Average Good Outstanding
0 1 2 3 4 5



SCREENING COMMITTEE SUMMARY OF CANDIDATES

To be returned to the Office of Equal Opportunity for Affirmative Action purposes

Candidate: Committee M embersranking by their initial:

Rating scaleis 0-5. 5 isexceptional, 3 is standard and 0 is unacceptable. Committee members may express
ranking in increments of 1/10™ of a percent. (Example: 3.5)



SAMPLE

Evaluation of Candidate' s Telephone I nterview

Candidate Name;

1. Evaluation of Academic Degree:
Ph.D. 5 4 3 2 1 B.S.

Comments:

2. Teaching Experience:

Extensve 5 4 3 2 1 None
Comments:

3. Scholarship:

Extensve 5 4 3 2 1 None
Comments:

4. Ability to Advise:
Excellent 5 4 3 2 1 Poor

Comments:

5. Fit for Department:

Excellent 5 4 3 2 1 Poor

Comments:

Candidate Score:

Should we interview this candidate on campus? yes no unsure

Reviewer:




(Sample) ON CAMPUS INTERVIEW EVALUATION

Rating
For each dimension, check the box that most accurately describes your rating of the candidate on that dimension. If
between two numbers place on the line between the boxes.

Dimensions 5- Exceptional | 4 3-Standard 2 1-Unacceptable

1. Educational
Background

2. Administrative
Experience

3. Program
Development

4. Budget
Administration

5. Faculty Hiring
and Devel opment

6. Teamwork
Skills

7. Accreditation
Experience

8. Information
Technology
Experience

Total:

Comments:

Overall Evaluation
Taking into account all the relevant information you have obtained in thisinterview, what is your overal evaluation of
this candidate?

Exceptional Above Standard Standard Below Standard Unacceptable

Rank Compared to Other Candidates:



Please thoroughly complete form. If you have questions, please contact your unit supervisor.

PITTSBURG STATE UNIVERSITY
UNCLASSIFIED POSITION APPOINTMENT RECOMMENDATION FORM

NAME RANK/TITLE

(Dr. Ms., Mr., and Name)
ADDRESS (where |etter should be sent)

DEPARTMENT/AREA

INCUMBENT (name) or if NEW POSITION check here

ASSIGNMENT WITHIN DEPARTMENT/AREA

TYPE OF APPOINTMENT:
CONTINUING: (check one) Q Tenure Earning or Q Annual
OR
TEMPORARY': (check one) Q Full Time (if renewa: 1% 2"or 3'9) or Q Part-Time or Q Volunteer

TERM: Academic Year Fall Semester Spring Semester
Fiscal Year Summer Session Other (specify dates below)
EFFECTIVE DATE TERMINATION DATE

SPECIAL EMPLOYMENT CONDITIONS (Complete sentences)

I's this employee employed by another Kansas Board of Regents agency? If so, where?

SALARY/STIPEND
AMOUNT $ (check one) [ | Fiscal Year Rate or || Academic Year Rate or [ | Total for Specified Period

SALARY/STIPEND FUND/UNIT NAME AND NUMBER:

(if split-funded, indicate amount paid from each fund)

If state funding source, (check one): Q Part-time or Q Replacement (sabbatical/LWOP/unfilled positions)

or [_]| Other (Comments)

TO: President Bryant

THROUGH: DATE:
(Signature of Chair, Director or Supervisor)

THROUGH: DATE:
(Signature of Dean or Supervisor, if applicable)

THROUGH: DATE:
(Signature of Director of Equal Opportunity/Affirmative Action)

THROUGH: DATE:
(Signature of Appropriate Vice President)

THROUGH: DATE:

(Signature of Vice President for Administration and Campus Life)

[ RS # %
& C¥( )




Pittsburg State University
Spoken English Assessment Form

Thisform isto be completed for each faculty member appointed to a teaching position by
the academic unit noted below.

When compl eted, this form should be sent along with the Unclassified Position
Appointment Recommendation Form.

Name:

Department:

College/School:

The spoken English competency of this faculty member is assessed as noted below:
Pronunciation Grammar Fluency Comprehensibility

Satisfactory

Unsatisfactory

This assessment is based on an interview and verbal interaction with the above named
individual.

Student member of Interview Process Date
Faculty member of Screening Committee Date
Chairperson Date
College/School Dean Date

Comments:



