_________________________
Name of Applicant being Recommended

Equal Employment Opportunity
Interview Checklist and Authorization Form
This form is to be completed during the hiring process. Please deliver this completed form and a complete
application packet to your VP’s for review. No candidate may be offered a position until all Equal

Employment Opportunity requirements have been met and all signatures on this form have been
obtained.
Definitions of “Protected Class Individuals” are listed on the reverse side.
Supervisor’s Name:
Office:
Date:
Position to be filled:

Full-time

Non-Exempt
Exempt
Faculty Rank

Part-time
(Circle One)

________________
(Circle One)

Complete the following table for all candidates being interviewed:
Applicant’s Name

Is this applicant a protected
class individual? (mark ‘Y’ or ‘N’)

List Qualifications and skills

Give detailed rationale as to why you are recommending this candidate over the others:

Please include the following information (if it is known):
Total # of applicants _____ Total # of men _____ Total # of women _____
Total # who were identified to be members of a protected class _____ (include those with disabilities, non-white, & those who are
over 40 years old)
Employment requested to begin on:
Signature of Supervisor:
Signature of Department Chair (if appropriate):
Signature of Vice President/Dean of Sector:
Signature of President (Exempt & Faculty hires):

Applicant Pool
All applicants for staff and administrative level employment will flow through the Human Resources Office. Faculty
recommendations will be given to the Office of Academic Affairs. A standard application form is to be filled out by every applicant.
Applications are kept in the Human Resources Office for a one year period and are available for review when looking for qualified
applicants.
Remember…no applicant may be offered a position until all signatures are obtained on the front of this form.
After authorization to hire has been granted, the position may be offered to the person named on this form. If this person does not
accept, a second form should be attached to the first and completed with the name of the second choice. After all signatures are
obtained, the offer may then be made to that person. This process should continue until the position is filled.
Protected Class Individuals
The definition of “protected class” will vary with the job that is to be filled. If a job has traditionally been held by a white male, then
any female or non-white male would be considered “protected class.” For example, a secretarial position that has traditionally been
performed by a white female suggests that a male applicant of any race or a non-white female applicant would be considered
“protected class.” Protected class also includes those individuals with a disability or who are over age 40. It is common to be
unaware of whether or not a person is in a protected class. If that is the case, include the person in the number of those who
applied, but not within any of the protected class distinctions.
NNU’s Equal Employment Opportunity policy states that we will ensure any qualified protected class applicant is equally considered
for open positions for which he or she applies. It does not require that a lesser qualified person of protected class be hired over
someone who is more qualified but not in a protected class. The purpose is to provide opportunity to all applicants equally.

