
Position Approval Form completed by 

P.I./department. 

Department then submits to dean  

Dean Approves Position Approval Form 

Flyer information provided by 

P.I./department and submitted to division

(Flyer Sample)

Division reviews flyer information 

and forwards to Academic Personnel Office 

(APO)

APO checks for conformance 

to law and policy then produces flyer 

and availability statistics for positions 

that are 100% for one year or more

APO posts flyer to online 

sources for a minimum of 30 days and 

sends recruitment packet to department/P.I.

(Recruitment Packet)

Recruiting department/P.I. 

implements search plan. Conducts 

outreach applicable to discipline and 

available labor pool

(Part A)

Search closes or initial review 

date (IRD) passes. P.I./department screen 

applicants based on advertised criteria. 

Those proposed for interview are identified

(Part B)

Interviews are conducted

Interviews concluded – selection criteria 

is documented - selected candidate(s) are 

proposed in documentation

(Part C)

Post Hoc Documentation (parts A, B, 

and C) sent to APO to review for 

conformance to academic policy and 

fair hiring guidelines APO sends to dean

Dean reviews and, if acceptable, approves 

post hoc recruitment documents and final 

Selected Candidate(s) ranking

Dean returns documents to APO

Department/P.I. advised 

recruitment documentation is approved

Important: Appointment file cannot move 

forward until dean has approved the 

recruitment record!

Appointment file now starts 

moving through the 

regular appointment process

Non-Senate Academic Recruitment Process Flow Chart

(Process to be used when hiring a Non-Senate, Non-Student Academic)

Recruitment Policy – Campus Academic Personnel Manual (CAPM) 100.500

UC Santa Cruz OFCCP Compliance Review
Supplemental Request: Academic #3 (b)

Applicants begin submitting materials

Applicant Information entered in database

(“DivData” available to dept. staff only)

Affirmative Action (AA) Cards,

 for positions that are 100% for one year or 

more, are sent to applicants

APO 05/10

http://apo.ucsc.edu/academic_recruitment_resources/original_docs_and_pdfs/FLYER_SAMPLE_NON_SENATE.pdf
http://apo.ucsc.edu/academic_recruitment_resources/original_docs_and_pdfs/Non_Senate_RecruitmentPacket_SAMPLE.pdf
http://apo.ucsc.edu/forms_and_data/PartA_Enterable.htm
http://apo.ucsc.edu/forms_and_data/orignal_docs_and_pdfs/Part%20B.pdf
http://apo.ucsc.edu/forms_and_data/orignal_docs_and_pdfs/Part%20C.pdf
http://apo.ucsc.edu/forms_and_data/orignal_docs_and_pdfs/PartsABC.pdf
http://apo.ucsc.edu/academic_policies_and_procedures/cappm/100500.htm
http://apo.ucsc.edu/academic_policies_and_procedures/CAPM_under_review_pdf_and_original_doc/100.500%20Appendix%20E%20Applicant%20Data%20Request%20Cover%20Letter%20and%20Applicant%20Data%20Form.pdf

	Non-Senate Recruitment Flow-Chart.vsd
	Page-1


