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	Request for Approval to Extend Offer of Employment


	Office of Equal Opportunity & Access

Western Illinois University

1 University Circle

Macomb, IL 61455

Phone: 309/298-1977

Fax: 309/298-2089


Once all signatures are completed, this form must be returned to the Office of Equal Opportunity & Access. Departments will be notified by the Office of Equal Opportunity & Access that an offer can be extended.

For a candidate selected through an external/internal search process, this form must be completed by the Hiring Administrator; and approved by the Dean/Director, Office of Equal Opportunity & Access and the vice President BEFORE any formal or informal offer of employment (oral or in writing) is extended. Please attach the resume of the selected applicant. NO OFFERS of employment will be honored without this prior approval. A copy of the completed form will be returned to the Hiring Administrator.

	External Search
	
	Internal Search
	

	Department#/Position#
	
	Tenure Track
	
	Temporary:
	

	Replacement for:
	


Candidate Information:
Name of Recommended Candidate:
_____










Department or Office Name:












Proposed Faculty Rank (if applicable):  











Position Title/Area of Specialization:











Highest Degree Earned: Date Earned:











Race:  


 Sex (female or male): 


  Proposed Contract Start Date:  


Proposed Monthly Salary: 


    Approved Salary (Request to Fill form):  




Is the recommended candidate currently a WIU employee?  Y or N    Previous Title?  




Evaluation of Teaching Effectiveness

Please describe the way in which teaching effectiveness was evaluated during the screening and interview process. Include a list of the methods/information used in this evaluation.

	


Summary of Interview Selection Process:

· List the names of all applicants WHO WERE INTERVIEWED FOR THE POSITION.


· For candidates who were not selected for the position after interviewing, please state specific reasons for non-selection in the table provided below.
	Applicant:
	
	Sex: 
	
	Race:
	

	Specific Reason for Non-Selection
	

	Applicant:
	
	Sex: 
	
	Race:
	

	Specific Reason for Non-Selection
	

	Applicant:
	
	Sex: 
	
	Race:
	

	Specific Reason for Non-Selection
	

	Applicant:
	
	Sex: 
	
	Race:
	

	Specific Reason for Non-Selection
	

	Applicant:
	
	Sex: 
	
	Race:
	

	Specific Reason for Non-Selection
	


I have monitored the recruiting procedures employed by the department and affirm that every effort was made to actively recruit a diverse applicant pool.

	Hiring Administrator Signature:
	
	Date:
	


Employment Offer Approvals

	Approved:
	
	Denied:
	
	Date:
	

	Dean/Director Signature:
	

	Comments:
	

	

	Approved:
	
	Denied:
	
	Date:
	

	Equal Opportunity & Access Officer Signature:
	

	Comments:
	

	

	Approved:
	
	Denied
	
	Date:
	

	Vice President Signature:
	

	Comments:
	


Once all signatures are completed, this form must be returned to the Office of Equal Opportunity & Access.  Departments will be notified by the Office of Equal Opportunity & Access that an offer can be extended.

If further assistance is needed, please contact the Office of Equal Opportunity & Access at 309/298-1977.
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