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Re:  Opinion of Office of General Counsel: 
   Legal and Practical Guidance for Search Committees  

I. Purpose 

The purpose of this memorandum is to provide 1) legal and practical advice related to 
University searches; 2) to answer proactively questions frequently asked of the Office of 
General Counsel (OGC), and 3) to outline the resources that UNC Greensboro has to 
assist in search processes. 

II. Executive Summary 

Under federal and state law and University policy, Search Committees cannot 
discriminate on the basis of race, color, religion, sex, national origin, disability, genetic 
information, gender identity, veteran status, political affiliation or age. In addition, in an 
effort to assure that Search Committees do not discriminate the University provides 
education to committees and tools to ensure that the University applicant pools include 
persons from a wide diversity of backgrounds and experiences.  Finally, search 
committees have a variety of tools and guidelines available for their use in the 
deliberative process which are included here on the reference sheets or attached as an 
appendix. 

The University recognizes the importance of diversity and inclusivity.  As noted in the 
Policy on Discriminatory Conduct, “UNCG is committed to equal opportunity in 
education and employment for all persons and will not tolerate any discrimination 
against or harassment of persons on the basis of race, color, religion, sex, sexual 
orientation, gender identity, national origin, political affiliation, genetic information, 
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veteran status, disabling condition, or age.”1  Search committees and their processes are 
critical components in the University’s efforts to fulfill its mission and ensure that we 
have the necessary staff and faculty to develop and implement University priorities and 
programs.  In this regard, the University is committed to attracting and retaining the 
best talent and to ensure a fair and equitable recruitment and selection process.   

III. Discussion  

UNC Greensboro “supports policies . . . that encourage understanding of and 
appreciation for all members of its community” and is further committed to the principle 
of “equal opportunity in education and employment for all persons”.2  Accordingly, the 
institution “will not tolerate any discrimination against or harassment of persons on the 
basis of race, color, religion, sex, sexual orientation, gender identity, national origin, 
political affiliation, genetic information, veteran status, disabling condition, or age.”3   
There are a wealth of tool kits4 available for University Officials conducting searches, 
intended to provide guidance to search committees.  On our own campus, both Human 
Resources5 and the Provost’s Office6 provide dedicated webpages that search committees 
can use as resources.  The Provost also requires faculty search committees to review 
modules related to implicit bias prior to conducting a search7, and UNCG has authored 
its own handbook similar to Harvard’s referenced above, aimed at recruiting diverse 
faculty. 8 

This memo is not intended to supplant or reiterate any of the existing materials and 
processes.  We recommend the Provost’s initiative regarding bias and the faculty 
handbook referenced above. This memo is intended to supplement them and to answer 
some practical, frequently asked questions received by our office when individuals are 
engaged in the search process.  

A. Discrimination in Employment is Illegal.   

Under Title VII, the Americans with Disabilities Act, the Genetic Information 
Nondiscrimination Act of 2008, and the Age Discrimination in Employment Act, it is 
illegal to discriminate in any aspect of employment, which includes advertising, 
recruitment, hiring and firing.  Discriminatory practices, as outlined by the EEOC 
include:  

• harassment on the basis of race, color, religion, sex, national origin, 
disability, genetic information, or age; 

																																																								
1 https://policy.uncg.edu/university-policies/discriminatory_conduct/ 
2 https://policy.uncg.edu/university-policies/discriminatory_conduct/ 
3 https://policy.uncg.edu/university-policies/discriminatory_conduct/ 
4 See for example, the University of Arizona’s “Guide to Successful Searches” at 
https://hr.arizona.edu/supervisors/recruitment-hiring/guide-successful-searches; Virginia Tech’s “Search Committee 
Toolkit” at https://oea.vt.edu/affirmative-action/recruitment-hiring/search-committee-toolkit.html; the University of 
Missouri System “University of Missouri Search Committee Toolkit” at 
https://uminfopoint.umsystem.edu/sites/hr/Benefits/Talent%20Mgmt/SearchCommitteeToolkit.pdf and Harvard’s 
Office of Faculty Development and Diversity’s “Best Practices for Conducting Faculty Searches” at 
https://faculty.harvard.edu/files/fdd/files/best_practices_for_conducting_faculty_searches_v1.2.pdf.   
5 https://hrs.uncg.edu/Recruitment/, with particular policies of interest including, 
https://hrs.uncg.edu/Files/Recruitment/Search_Committee_Guidelines.pdf and 
https://hrs.uncg.edu/Files/Policies/Recruitment/Guidelines_for_Recruitment_and_Selection_for_Staff_Employees_Su
bject_to_the_Personnel_Act.pdf, and https://hrs.uncg.edu/Files/Recruitment/Most_Qualified_Guidelines.pdf 
6 https://provost.uncg.edu/resources/recruiting-diverse-faculty/ 
7 https://uncg.instructure.com/courses/14247 
8 Available at https://www.uncg.edu/hhs/docs/fac-search-docs/recruiting-diverse-faculty-search-handbook-2017.pdf	
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• retaliation against an individual for filing a charge of discrimination, 
participating in an investigation, or opposing discriminatory practices; 

• employment decisions based on stereotypes or assumptions about the 
abilities, traits, or performance of individuals of a certain sex, race, age, 
religion, or ethnic group, or individuals with disabilities, or based on 
myths or assumptions about an individual's genetic information; and 

• denying employment opportunities to a person because of marriage 
to, or association with, an individual of a particular race, religion, national 
origin, or an individual with a disability. Title VII also prohibits 
discrimination because of participation in schools or places of worship 
associated with a particular racial, ethnic, or religious group.9 

In addition to intentional discrimination, disparate treatment and practices which have a 
disparate impact are also prohibited under Title VII of the Civil Rights Act of 1964.  
Accordingly, UNCG monitors its hiring practices to ensure that they do not 
“disadvantage people of color, treat them differently, or leave uncorrected the effects of 
historical discrimination.”10  Thus, Search Committees should follow the established job 
search process, in order to facilitate the auditing of these hiring practices. 

 B. State Law  

In addition to the federal statutes outlined above, there are several state statutes to 
prevent discrimination:   

It is the public policy of this State to protect and safeguard the right and 
opportunity of all persons to seek, obtain and hold employment without 
discrimination or abridgement on account of race, religion, color, national 
origin, age, sex or handicap by employers which regularly employ 15 or 
more employees.11 

And N.C. Gen. Stat. § 95-28.1A parallels GINA, prohibiting any  

person, firm, corporation, unincorporated association, State agency, unit 
of local government, or any public or private entity shall deny or refuse 
employment to any person or discharge any person from employment on 
account of the person's having requested genetic testing or counseling 
services, or on the basis of genetic information obtained concerning the 
person or a member of the person's family. This section shall not be 
construed to prevent the person from being discharged for cause. 

In addition, N.C. Gen. Stat. § 127B-11 prohibits discrimination against members of the 
military “by virtue of their membership or service in the military forces of this State or of 
the United States.”12  Finally, the North Carolina Human Resources Act, which governs 
employment by state agencies and the University states 

All State agencies, departments, and institutions and all local political 
subdivisions of North Carolina shall give equal opportunity for 
employment and compensation, without regard to race, religion, color, 

																																																								
9	https://www.eeoc.gov/facts/qanda.html 
10 https://www.eeoc.gov/eeoc/initiatives/e-race/bestpractices-employers.cfm 
11 N.C.  Gen. Stat. § 143-422.2 
12 N.C. Gen. Stat. § 127B-11 
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national origin, sex, age, disability, or genetic information to all persons 
otherwise qualified. 

N.C. Gen. Stat. § 126-16.  And, like Title VII, N.C. Gen. Stat. § 126-17 prohibits retaliation 
for protesting violations of N.C. Gen. Stat. § 126-16. 

Finally, there are two other statutes within the North Carolina Human Resources Act 
that relate to employment searches N.C. Gen. Stat. § 126-22, which makes personnel files 
not subject to inspection under the public records act, and includes applicant 
information, and N.C. Gen. Stat. § 126-24, which keeps reference letters solicited prior to 
employment confidential from an employee.  This article also makes it a misdemeanor to 
inappropriately access or permit access to, a personnel file.13  Finally, The Policy Manual 
of the University of North Carolina, Section 200.8 “Policy on Chancellor Searches and 
Elections (Amended)”	 explains, albeit in the context of a Chancellor search, but the 
principle holds for all searches that “the identity of candidates, semi-finalists, or finalists 
shall not be disclosed to the general public. Conducting confidential searches is intended 
to maximize the quality of the candidate pool by not discouraging the interest of 
individuals who would not otherwise apply in the event of a publicly disclosed candidate 
pool.” And requires that all of those involved “keep confidential all search-related 
records and information that are required by law to be kept confidential. Confidential 
information includes, but is not limited to, personnel records and information of 
candidates, attorney-client communications, and closed session deliberations and 
information.”14	

C. University Policy 
 
1. Policy on Discriminatory Conduct 

The Policy on discriminatory Conduct states in Relevant Part: 

The University of North Carolina at Greensboro is committed to the 
principle that educational and employment decisions should be based on 
an individual's abilities and qualifications and should not be based on 
personal characteristics or beliefs that have no relevance to academic 
ability or to job performance. Accordingly, UNCG supports policies, 
curricula and co-curricular activities that encourage understanding of and 
appreciation for all members of its community. UNCG will not tolerate 
any harassment of or discrimination against persons. UNCG is committed 
to equal opportunity in education and employment for all persons and 
will not tolerate any discrimination against or harassment of persons on 
the basis of race, color, religion, sex, sexual orientation, gender identity, 
national origin, political affiliation, genetic information, veteran status, 
disabling condition, or age.15 

Our policy also requires compliance with all of the relevant federal laws and regulations 
discussed above, and the state statutes and the policy articulated by the Board of 
Governors in the Code of the University of North Carolina. 

2. Affirmative Action Plan 

																																																								
13 N.C. Gen. Stat. §§ 126-27 and 126-28 
14 http://www.northcarolina.edu/apps/policy/index.php?pg=dl&id=17447&format=pdf&inline=1  
15 https://policy.uncg.edu/university-policies/discriminatory_conduct/ 
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The Affirmative Action Plan sets forth programs and goals for increasing the diversity of 
its faculty and staff and is developed and managed by UNCG Greensboro Human 
Resources (UNCG HR).  Of particular relevance to search committees is inclusion in the 
screening process of several affirmative action related steps by UNCG HR.  Specifically, 
after the posting closes, UNCG HR screens applicants for SHRA Priority Statuses: 
Veteran’s Preference, Promotional Priority and Reduction in Force (RIF).  Then the 
Departments are authorized to contact candidates and interviews can be scheduled, once 
applicants have been approved by the University Affirmative Action Officer.  UNCG HR 
reminds departments to use the structured interview questions that were submitted in 
the posting phase.  The University Affirmative Action Officer reviews (1) demographic 
information of the applicant pool compared and analyzed with EEO data and (2) the 
candidates selected to be interviewed as compared with the candidate pool as a whole. 
While it is rare for UNCG HR to disallow a candidate from interview, UNCG HR may 
consult with the Provost’s Office to determine if it is necessary to make additional 
recommendations based on the applicant pool.  In addition, UNCG HR Resources is 
required by the Office of State Human Resources to refer to departments a pool of the 
“most qualified” candidates.16   

3. Other University Processes 
 

Attached for reference is the “Recruitment Responsibilities of Search Committees” which 
outlines essential steps that Search Committees at UNCG are required to take, including 
but not limited to: (a) reviewing the University’s Affirmative Action goals, (b) utilizing 
the electronic recruitment system, (c) interviewing candidates only after the Affirmative 
Action Officer has reviewed and approved, (d) providing a final review regarding the 
strengths and weaknesses of the candidates at the conclusion of the search process, and 
(e) providing the most appropriate reason for non selection for those applicants who are 
not selected.17  The Office of the Provost offers a training module on eliminating personal 
bias18 that is beneficial for all members of a search committee.  Moreover, the UNCG 
handbook aimed at recruiting diverse faculty is a worthwhile resource.19  It is important 
to note that, while the same principles apply to all University searches, there are nuances 
that may need to be considered due to the nature of a position, i.e. a search for a faculty 
member will differ from that of an accountant, senior administrator, or physician for 
student health services. 
 

IV. Advice and Counsel 

A. Constituting a Search Committee 

When constituting a search committee, UNCG should consider a number of factors, no 
one of which is necessarily more important than another.  Generally speaking, and for 
ease of decision making, the committee should not be any larger than 5-7 individuals.  
(There are some instances where a larger committee may be needed to gather input from 
a variety of stakeholders.) Committees should be diverse.  Committee composition 
should take into consideration academic discipline (critical in faculty searches, but 
perhaps applicable in administrative searches as well), relationship of committee 

																																																								
16 https://hrs.uncg.edu/Files/Recruitment/Most_Qualified_Guidelines.pdf 
17 https://hrs.uncg.edu/Files/Recruitment/Search_Committee_Guidelines.pdf 
18 https://uncg.instructure.com/courses/14247 
19 Available at https://www.uncg.edu/hhs/docs/fac-search-docs/recruiting-diverse-faculty-search-handbook-2017.pdf	
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members to the position, and the gender, and race/ethnicity of the committee.20  The 
University of Arizona also advises that “a diverse committee is more likely to withstand 
public scrutiny and to generate diverse candidate pools and finalist lists” and suggests 
that individuals from outside a hiring department or the University can provide 
additional “insights, challenge assumptions and bring lessons of experience from other 
perspectives, disciplines and organizations.”21   UNCG’s own publication, “Recruiting 
Diverse Faculty – Search Handbook” outlines the research that supports the benefits 
derived from a diverse search committee in generating a diverse pool of candidates, and 
ultimately, identifying the most qualified individual for a particular position.22  

Search Committees should be constituted deliberately, with thought to their 
composition, and in accordance with any established departmental or University 
procedures. 

B. Interview Questions 

Frequently Asked Questions related to interviewing include:  

1. What is appropriate with respect to interview questions?   
2. Do I really have to ask the same exact questions of the candidates in the exact 

order I put them on the position requisition form? 

UNC Greensboro HR processes require the submission of the anticipated interview 
questions at the initiation of the search process.  This encourages hiring authority to 
think through the specific characteristics related to the position and ask questions that 
will facilitate.  Common guidance indicates that Search Committees often do this 
together, and then, in an effort to maintain consistency and fairness, the agreed-upon 
questions are asked of all candidates.  Of course, follow-up questions about the 
application or responses are entirely appropriate if additional information is needed.  
There are numerous resources regarding sample questions, as well lists identifying 
“unlawful” questions and providing suggested alternatives.23 

DO NOT ASK  If Information is Needed, ask Instead 
Are you a U.S. citizen?  Are you able to work in the United States on an 

unrestricted basis? 
Are you married?  Do you have 
children? What are your childcare 
plans? 

 Can you meet the specified work schedule?  Do 
you have additional responsibilities that would 
interfere with attendance? 

Have you ever been arrested?  Have you ever been convicted of a crime? (but 
only if it relates to job duties, i.e. the embezzling 
cashier) 

Do you have any disabilities, physical 
defects, or on-the-job injuries? 

 If applicant has an obvious disability, you can 
ask to explain how he or she would perform 
tasks with or without reasonable 
accommodations. 

Provide names of relatives to be 
notified in case of emergency. 

 Names of persons to be notified in case of 
emergency. 

																																																								
20 See Harvard’s Office of Faculty Development and Diversity’s “Best Practices for Conducting Faculty Searches” at 
https://faculty.harvard.edu/files/fdd/files/best_practices_for_conducting_faculty_searches_v1.2.pdf.   
21 See https://hr.arizona.edu/supervisors/recruitment-hiring/guide-successful-searches - hdr-7 
22 https://www.uncg.edu/hhs/docs/fac-search-docs/recruiting-diverse-faculty-search-handbook-2017.pdf	
23 See Virginia Tech’s “Questions to Ask and Not to Ask at https://oea.vt.edu/content/dam/oea_vt_edu/affirmative-
action/questions_to_ask_and_not_to_ask.pdf and the attached pages from New Jersey City University’s Toolkit, which is 
available at: https://www.njcu.edu/sites/default/files/selection_committee_toolkit_august8_update.pdf 
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Provide your Military disciplinary 
record and type of discharge. 

 Describe your experience/education in military 
services which would relate to the job sought?24 

Interview questions should be thoughtfully developed in order to learn about the 
candidate and assess the abilities, knowledge and skills a candidate will bring to the 
position they are seeking. 

C. Reference Checking 25 
Frequently asked questions in this area include: 

1. How should I handle the reference check when candidates indicated I cannot 
discuss their interest in the position with their current supervisors on the 
application?  

2. I know someone in this field, but they are not listed as a reference, is it ok if I 
reach out and seek their impressions of the candidate? 

3. I googled my top candidate and some horribly negative information came up, 
what should I do? 

Standardized reference checking is also recommended in numerous tool kits.  Again, 
most campuses seem to either have a standard reference questionnaire or have their 
committees develop a list of questions in this area as well. The key in this area is 
consistency and communication.  Advise the Candidate of what the committee intends to 
do, prior to doing it.  For instance, if you are going to check the references where the 
candidate is currently employed, notifying the candidate of that in advance so that they 
have an opportunity to discuss the opportunity with their references is a professional 
courtesy and mitigates any contention the candidate can make that their confidentiality 
rights as an applicant have been violated.  The same is true when you intend to ask a 
colleague not listed by a candidate about a candidate.  Keeping the process the same for 
all individuals, and asking the same questions allows for gathering detailed information 
about a candidate prior to making an offer.  Listen very carefully when individuals are 
responding to the reference check questions.  Leave space for an open ended response.  
As with interview questions, do not hesitate to follow-up if a reference has been unclear 
on a particular point, or says something that makes you curious.  You can return to the 
script after following-up. 
Searching publically available information about a candidate (google, facebook, etc) is 
acceptable if it is done at the same point in the process and done for all candidates.  If 
negative information is revealed be sure to follow-up with the candidate in advance of 
making an offer to address the concerns. 
References should be thoroughly and consistently checked in order to confirm that the 
impression and information presented by the candidate to the Committee is consistent 
with the candidate’s representations and previous work experience.  
V.  Conclusion 

In conclusion, Search Committees cannot discriminate on the basis of race, color, 
religion, sex, national origin, disability, genetic information, gender identity, veteran 

																																																								
24 Adapted from New Jersey City University’s Toolkit, which is available at: 
https://www.njcu.edu/sites/default/files/selection_committee_toolkit_august8_update.pdf  and Virginia Tech’s 
“Questions to Ask and Not to Ask at https://oea.vt.edu/content/dam/oea_vt_edu/affirmative-
action/questions_to_ask_and_not_to_ask.pdf		
25 Please note that UNC Greensboro Human Resources facilitates criminal background checks through Castle Branch in 
accordance with the Policy on Criminal Background Checks, which is scheduled to be revised this fall.  See 
https://hrs.uncg.edu/Files/Policies/Recruitment/Policy_on_Background_Checks.pdf.  
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status, political affiliation or age.  The University recognizes the importance of diversity 
and inclusivity, and “is committed to equal opportunity in education and employment 
for all persons and will not tolerate any discrimination against or harassment of persons 
on the basis of race, color, religion, sex, sexual orientation, gender identity, national 
origin, political affiliation, genetic information, veteran status, disabling condition, or 
age.” 26   Search committees and their processes are critical components in the 
University’s efforts to attract and retain the best talent and to ensure that there is no 
unlawful discrimination or bias in the recruitment and selection process. The University 
provides education and tools to Search Committees to ensure compliance with search 
processes and in their deliberative process.  Several of these resources are attached as an 
appendix. 

																																																								
26 https://policy.uncg.edu/university-policies/discriminatory_conduct/ 
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The information in this document is a guide to the essential steps to be taken in conducting searches for 

EHRA Non Faculty recruitment searches in any division of the University. Questions concerning 

Affirmative Action should be addressed to the Unit Affirmative Action Representative, or the University 

Affirmative Action Officer. Typically, part-time appointments and temporary replacement appointments 

are made without involving a search committee. 

1. Appointment of the committee

The Chancellor or designated officer ( vice chancellor, associate provost, associate vice

chancellor, director, dean), in consultation with the unit/department head, if appropriate, will

normally appoint a search committee. The committee will include primarily representatives

from the office/department/school in which the appointment is to be made.1

The functions of the search committee include:

✓ Assisting with development of the job description and the criteria for the position,

✓ Assisting with development of the recruitment plan for the position,

✓ Seeking and finding qualified applicants who are interested in applying for the position,

✓ Conducting an active search for qualified applicants from groups whose appointment,

would further staff diversity and equal employment opportunity,

✓ Reviewing and evaluating the applications submitted to your posting in the

UNCGjobsearch system,

✓ Conducting interviews of the top candidates for the position,

✓ Submitting evaluations of the final candidate(s) to the Chancellor or designated officer.

The charge to the search committee will vary according to the needs of the Department for each 

position; however, it should address the following; 

✓ General timeframe for the search;

✓ The University’s goals to increase staff diversity;

✓ Whether the unit administrator chooses to specify a minimum or maximum number of

candidates to be forwarded to him/her for final review;

✓ Resources available to support the activities of the committee and pay for the

expenses of candidates to be invited for interviews;

✓ Administrative guidelines and tasks involved in the recruitment and screening

processes (this includes the search committee guidelines and the University Affirmative

Action guidelines);

✓ And the importance of confidentiality during the entire recruitment process.

1 For searches in the Division of Academic Affairs, the Provost requires that at least one representative from 
another office will serve on the committee. 

Appendix 1 page
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2. Affirmative Action Procedures

The search committee will review the Affirmative Action goals of the University and will make

special efforts to identify and recruit diverse candidates. In its first meeting, the committee

should review its Affirmative Action responsibilities. It is essential that committee members

discuss mechanisms and strategies to be followed in achieving the University’s Affirmative

Action goals. 3  This effort should involve consultation with the Affirmative Action

Representative for the unit and, if necessary, with the University Affirmative Action Officer.

All EPA Non-Faculty searches must go through the electronic recruitment system,

UNCGjobsearch.  In order for a potential candidate to be considered, an application must be

submitted to the committee’s search in the UNCGjobsearch system.  A Strategic Recruitment

Planning Consultation is available, if desired by the committee, to present and demonstrate

features of the UNCGjobsearch system the committee may choose to utilize in assisting with

their search.

Once the search committee determines the criteria for the search, a Posting must be created in

the UNCGjobsearch recruitment system from the Position Management module.

3. Recruitment

a) UNCGjobsearch Posting (Advertisement)

The Posting will include the position summary, as well as, other key position

information, e.g., duration of appointment, salary, minimum qualifications, etc. This info

will be pulled from the position description that has already been approved by HR.

Any external advertising resources will also need to be listed, as well as, the external ad.

(See Section b)

b) External Advertising (in addition to the UNCGjobsearch system)

Most positions are advertised in electronic or print media which have a national or

international audience, e.g., The Chronicle of Higher Education and journals or

newsletters published by national or international professional organizations.

Occasionally, it is determined that a position can be filled most appropriately through a

search limited to the State, region, or campus and the Chancellor or designated office

authorizes advertisements to be placed in media which serve the area of the search.

(See Section C below) The University is currently under a contact with Inside Higher Ed

and can post their vacancies on the Inside Higher Ed website for free.

• Approved Advertising text

• Contact Name, Department/unit, telephone, and email address

• ALL external ads MUST have the following text included as well:

For additional information and to apply to this position (include position#),

please visit our website at jobsearch.uncg.edu

EOE AA/M/F/D/V

Appendix 1 page
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c) Duration of Search

EHRA Internal & External searches must be open for a minimum of three weeks. Internal

only searches must remain open for a minimum of two weeks. Advertisements do not

need to include a closing date. See Section E below on content of advertisements.

d) Scope of work

Ordinarily, the competitive search conducted to identify applicants for full-time EHRA

positions will be national in scope. However, the administrator conducting the search

may determine that the University interests are adequately protected by a search

conducted on a more restricted search of smaller scope-regional, local or campus

(Internal Only).  Be advised, if an internal candidate is selected, any recommended

increases of 10% or more must be submitted for approval to the Board of Governors.

Internal only searches cause a delay in the BOG approval process.

e) Content of Advertisements

All advertisements must include:

• The academic expectations and/or qualifications that will be used to screen

applications and make an employment decision. It may be useful to distinguish

between the minimum required for appointment and what, in addition, is preferred.

(Note: The advertised expectations and/or qualifications must be applied to all

applicants: e.g., if an applicant is excluded from consideration for lack of a credential

identified as a requirement for the position, ALL applicants who lack that same

credential must be excluded.)

• The UNCG Affirmative Action statement.  Job announcements of any kind must, by

law, contain a reference to the University’s compliance with Affirmative Action

requirements. The University uses the abbreviations, EOE AA/M/F/D/V or the

following wording to accomplish this: The University of North Carolina at

Greensboro is committed to equality of employment opportunity and does not

discriminate against applicants or employees based on race, color, religion, sex,

sexual orientation, gender identity, or nation origin, political affiliation, genetic

information, or age. Moreover, the University of North Carolina at Greensboro is

committed to recruiting and advancing women and minorities at all faculty/staff

levels. Men, women, and members of all racial and ethnic groups are encouraged

to apply.

• The starting date of the appointment and the schedule for the search. In cases

where the search is expected to be straightforward, the statement might read, for

example:

o Position available August 16, 20XX; For best consideration please apply by

July 15, 20XX. (if this text is used, only applications received by this deadline

may be considered). A close date should then be included in the Posting

details and this posting should close on that date.

Appendix 1 page
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For most searches, more flexibility is needed and a statement such as the following is 

used:  

o Position available August 16, 20XX; Review of applications will begin after

the application review begin date and continue until the position is filled.

No close date will be entered into this Posting.

• Instructions to applicants on how to successfully apply, including materials to be

provided.  Typically, such materials include curriculum vitae, letter of application

relating qualifications to requirements for the position and a list of at least three (3)

names, telephone numbers, email addresses and relationship to the applicant. The

following is a list of documents that are currently named in the system that the

committee can choose to have the applicants upload.

o Research Statement

o Teaching Philosophy

o Copy of Unofficial Transcript

o Reference Letter 1

o Reference Letter 2

o Reference Letter 3

o Other Documents

o Link to Portfolio

o List of References

o CV/Resume

o Cover Letter

The UNCGjobsearch system allows for the collection of confidential Letters of 

Reference/Recommendation to be uploaded by the actual Reference Provider on 

behalf of the applicant. The applicant will never see this confidential letter. 

This is called the Automated Reference Letter Collection.  

4. Determination and Approval of Candidate Campus Visits

a) The Search Committee Chair and Members can review the qualifications for each

candidate by viewing the documentation each candidate has provided by applying to

the Posting electronically.

b) Those candidates judged to be exceptionally well qualified and worthy of the most

thorough review, must be transitioned and approved by the University Affirmative

Action Officer in the UNCGjobsearch system before interviews take place. All interviews

need to be considered, not just on campus visits.

5. The Campus Interview Process

The Vice Chancellor, Search Committee Chair or designated officer is responsible for making all

arrangements for the candidate’s visit.
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6. Avoiding Discrimination

The law recognizes two types of employment discrimination claims: intentional discrimination

and disparate impact (whether the hiring standards applied have a disparate impact on a

protected group). To avoid such claims, it is important to have well-documented justifications

for the legitimacy of all hiring and employment decisions.

Throughout the screening process, it is imperative that the reviewers apply the advertised

expectations and/or qualifications for the position to all applicants in the same way; i.e., if an

applicants is excluded from consideration for lack of a credential identified as a requirement for

the position all applicants who lack that credential must be excluded.

Please see A Guideline for Nondiscriminatory Interviewing for additional information.

7. Expenses

The expenses associated with a search for a new EPA Non-Faculty employee are managed by the

unit that is conducting the search. Expenses related to the search, including external advertising

and entertainment of the candidate during the course of their interview schedule are covered by

funds available to the unit in which the search is being conducted. The standard rates of

reimbursement for travel expenses apply in all of these cases.

8. Final Review of Search Results

Upon completion of the interviews, the Search Committee Members (or the primary participants

involved in the search process) will submit their statements on strengths and weaknesses of

each candidate to the officer responsible for the search and screening process. These statements

should include a list of the job-related qualifications that guided the selection of candidates for

interview and for the final selection. The officer responsible for the search and/or the

UNCGjobsearch Hiring Assistant will then transition the selected candidate to the Recommend

for Hire workflow state, which in turn triggers the system to allow the HA to begin the necessary

electronic paperwork, called the Hiring Proposal.

a) Background Checks – When the selected candidate is recommended for hire in the

UNCGjobsearch system, an email is sent to Human Resources, and the Pre-Employment

Coordinator issues an e-Vite (electronic invitation) from our vendor, Castlebranch, and

the candidate initiates the background check process thru that e-Vite. When the

background check has been successfully completed, the HA for the posting will receive a

notification email.

b) Human Resources will consult with the hiring unit to determine whether the results of

the background check render the candidate ineligible for employment.  Questionable

background checks are closely reviewed by an HR Business Partner, and Associate Vice

Chancellor of Human Resources to make a determination of employment.

c) Candidates who refuse to consent to a criminal background check are not eligible for

employment. (For detailed information, see Background Check Policy & Procedures.

[https://hrs.uncg.edu/Recruitment/Background_Check/])
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The Initial Hiring Proposal must have a justification for the chosen finalist that includes, job 

related strengths and qualifications, as well as, the recommended salary. When the Initial Hiring 

Proposal is completed, it must be transitioned through the system for all unit approvals, 

including the University Affirmative Action Officer. 

No formal offer of appointment can be made without final approval of the Initial Hiring Proposal 

by the University Affirmative Action Officer and the required background check has been 

successfully completed.  Once, the Initial Hiring Proposal is approved and the HA has been 

notified that the background check has been successfully completed, the official offer of 

employment can be extended and negotiations can begin. However, a contingent offer can be 

made to the finalist by the designated officer if the background check is still processing, but still 

only after the initial hiring proposal has been approved.  

Foreign National Finalist – It is legal and appropriate to ask whether a candidate is a 

U.S. citizen or permanent resident and, if not, whether he/she is legally authorized to 

work in the United States on a full-time basis. It is not legal to ask the nationality of a 

candidate. If the recommended candidate is not a U.S. citizen or permanent resident, 

the Director, Talent Acquisition/University Affirmative Action Officer should be 

consulted to review the candidate’s current visa status and employment eligibility. The 

Director will then advise and assist the recruiting unit with the procedures for hiring a 

foreign national faculty member. 

UNC System Finalist – If the Finalist is currently employed at another campus within The 

University of North Carolina system, the following procedure must be followed.  

o The Associate Vice Chancellor of Human Resources at UNCG must notify the

Human Resources office from the other campus when the selection is made.

o The current campus of the employee may request the terms of the offer

within 5 days to make an equivalent offer.

o No offers of an academic appointment can be made within 90 days of the

start of a semester unless mutually agreed upon by authorized campus

officials.

o Upon hiring an employee from another campus, any transfer of a contract

or grant or equipment can only be accomplished with the approval of both

Chancellors.

The full text of this regulation can be viewed at 

http://www.northcarolina.edu/conten.php/legal/policymanua/300.2.7[r}.pdf 

9. Hiring Proposal

The EHRA Hiring Proposal in the UNCGjobsearch system consists of two forms. The Initial Hiring

Proposal is a brief justification of the Committee’s selected finalist. Once the Initial Hiring

Proposal has been approved through the Initial workflow, the designated officer can make an

official offer to the selected candidate and if the offer is accepted, can ask the finalist to provide

his or hers official college transcript.
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When the offer is accepted and the salary and start date have been agreed upon, the Final 

Hiring Proposal in the UNCGjobsearch system can then be completed and transitioned through 

the unit approval workflow.  

Once the Final Hiring Proposal is approved, Human Resources will print the Hiring Proposal, as 

well as, the final candidate’s application documents and forward them to the EPA Processing 

Lead. 

Additional documents will also need to be submitted by the final candidate to the Human 

Resources Processing Lead as well. 

a) Official Transcripts

b) The PD7-A is no longer needed for EHRA Non Faculty positions only.

Candidates must not begin work until the final hiring proposal has been completely approved. 

10. Discontinuation of a Search

At any time the Department can discontinue a search. Please contact the Recruitment &

Onboarding Coordinator via email and provide the name and position number of the search that

is to be discontinued.  The Coordinator will go over the options available in electronically

notifying applicants of a cancelled search.

11. Applicant Notification

The UNCGjobsearch system is set up to send emails to applicants at certain stages of the

process. The HA has the option to transition applications to three statues;

a) Not Selected – Email Now

b) Not Selected – Email Later

c) Not Selected – No Email

Email Now is instantaneous. Email Later only goes out when a candidate is hired and Human 

Resources fills the posting in the system.  No email means no email is ever sent by the system. 

This option is mainly available to those committees that wish to at least send out personalized 

emails to those applicants that were interviewed. Good recruitment practice, is to always notify 

applicants that they are no longer being considered. The email communications are 

automatically generated in every posting created. Hiring Assistants can see these emails when 

the posting is originally created and have the capability to make edits to them also.  

Reasons of Non Selection 

When an applicant is given a Not Selected status, a list of not selected reasons appears. All 

applicants MUST be given a Not Selected status and reason, before a posting can be filled by 

Human Resources in the system. The most appropriate reason for non-selection should always 

be chosen.  
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QUESTIONS TO ASK AND NOT TO ASK DURING THE INTERVIEW 

Please review the following information and questions to help you to develop the 

appropriate interview questions. 

ADDRESS 

Lawful 

 Applicant's address and length of residence in this city/state.

Unlawful 

 Questions regarding foreign addresses which would intentionally or unintentionally

indicate national origin.

 Whether applicant owns or rents home or lives in an apartment.

 Names and relationships of persons with whom applicant resides.

AGE/DATE OF BIRTH 

The Age Discrimination in Employment Act (29 U.S.C. 621-34) prohibits discrimination 

on the basis of age against individuals who are over the age of 40.  A majority of states 

also have laws prohibiting age discrimination.  

Lawful 

 Questions as to whether or not applicant meets minimum/maximum age

requirements.

Unlawful 

 "How old are you?"

 Birth date

ARRESTS 

Consideration of arrest records is almost certainly unlawful.  An arrest is no indication 

whatsoever of guilt, and historically minorities have suffered proportionately more arrests 

than others.  The U.S. Department of Labor has also recognized the potential for 

discrimination in the consideration of arrest records. 

Unlawful 

 "Have you ever been arrested?"  (An arrest is merely the detaining of a person to

answer a crime and has no affect on fitness to perform a particular job.)

CITIZENSHIP 

The Equal Employment Opportunity Commission has adopted Guidelines on 

Discrimination Because of National Origin which contain the following statement:  

"Because discrimination on the basis of citizenship has the effect of discriminating on the 
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basis of national origin, a lawfully immigrated alien who is domiciled or residing in this 

country may not be discriminated against on the basis of his citizenship; except pursuant 

to national security requirements by a federal  

statute or executive order."  At least one federal court has expressly agreed with this 

analysis (Guzman v. Polich & Benedict Construction Co., 2(CCH) EPD par. 10, 156 

(C.D.Calif. 1970), and one has disagreed (Espinoza v. Farah Mfg. Co., (CCH) EPD par. 

7835 (5th Cir. 1972).   

State and federal courts have recently declared invalid laws in several states which 

exclude non-citizens from public employment. 

Lawful 

 "Are you a citizen of this country?"

 "If not a citizen, are you legally eligible to accept work and remain in this country?"

 Statement that, if hired, applicant must furnish proof of citizenship or appropriate

visa.

Unlawful 

 Whether other members of applicant's family are U.S. citizens.

 "Of what country are you a citizen?"

 Require proof of citizenship prior to employment.

CONVICTIONS (OTHER THAN FOR TRAFFIC VIOLATIONS) 

To the extent that this question implies an absolute bar to the employment of an applicant 

who has a conviction record, it is probably unlawful.  See Carter v. Gallagher, 451 F. 2nd 

315 (8th Cir. 1971).  On the other hand, an employer probably has the right to exclude 

persons who have been convicted of  job related offenses from consideration.  

Lawful 

 "Have you ever been convicted of a crime?"  (Information obtained must be used only

if it relates to applicant's fitness to perform a particular job.  Example: Person

convicted for embezzlement would be a high risk for a position as cashier in a store.)

EDUCATION 

Lawful 

 Schools attended.

 Degrees acquired.

 Transcripts, if required of all applicants for similar work.

Unlawful 

 Questions regarding national, racial, or religious affiliation of schools attended.

EXPERIENCE 
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Lawful 

 Inquiries regarding previous work experience.

 Foreign countries visited.

FRIENDS OR RELATIVES 

This question may reflect preference for friends or relatives of present employees.  Such 

a preference would be unlawful if it has the effect of reducing employment opportunities 

for women or minorities.  It would have this unlawful effect if the present work force 

differs significantly in its proportion of women or minorities from the population of the 

area from which workers are recruited.  This question may also reflect a rule that only 

one partner in a marriage can work for the employer.  There is a growing recognition that 

such a rule hurts women far more often than men and that the rule serves no necessary 

business purpose. 

Lawful 

 Names and addresses of persons willing to provide character or professional

references for applicant.

 Explain conflict of interest rules and ask if these affect applicant.

Unlawful 

 Names and addresses of applicant's relatives.

HANDICAP/DISABILITY 

Section 504 of the Rehabilitation Act of 1973, as amended, prohibits discrimination in 

employment on the basis of handicap except that a handicapped person must be 

“qualified” – viz., a qualified handicapped person in the employment context is “a 

handicapped person who, with reasonable accommodation, can perform the essential 

functions of the job in question.”  The employer need not hire any individual who, after 

reasonable accommodation, is not able to perform the essential functions of a job 

effectively and safely.  On July 26, 1990, President Bush signed the Americans with 

Disabilities Act (ADA) into law.  The ADA prohibits discrimination against individuals 

with disabilities.  All employers with 25 or more employees were covered as of July 26, 

1992. 

Lawful 

 If an applicant has an obvious disability, you may ask the applicant to explain how

he or she would perform the tasks with or without reasonable accommodations.

Unlawful 

 “Do you have any disabilities, physical defects, or on-the-job injuries?”

HEIGHT AND WEIGHT 
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Some employers have imposed minimum height and weight requirements for employees 

which are not related to the job to be performed and which have the effect of excluding 

above-average percentages of women and members of certain nationality groups.  Unless 

height or weight is directly related to the job requirement, these questions should not be 

asked. 

Unlawful 

 Questions regarding height and weight are considered unlawful unless based on a

bona fide occupational qualification (B.F.O.Q.), and such instances are rare.

IN CASE OF EMERGENCY 

Lawful 

 Names of persons to be notified in case of emergency.

Unlawful 

 Names of relatives to be notified in case of emergency.

MAIDEN NAME 

This is not relevant to a person's ability to perform a job and could be used for 

discriminatory purposes.  For example, a woman's maiden name may be used as an 

indication of her religion or national origin.  This item also constitutes an inquiry into 

marital status which is discussed separately. 

Lawful 

 First, middle, last name.

 Use of any other names or nicknames necessary for checking previous work

experience or education.

Unlawful 

 Requirements of prefix Mr., Miss, Ms., Mrs.

 Inquiries about names which would indicate national origin.

 Inquiries regarding names changed by marriage, divorce, court order, etc.

MARITAL STATUS 

Some employers have refused to hire a married woman for certain jobs.  Most airlines, 

for example, refused for many years to permit a married woman to be a flight attendant, 

though other employees could be married.  This practice was held to violate Title VII of 

the Civil Rights Act of 1964 in Sprogis v. United Airlines, 444 F. 2nd 1194 (7th Cir. 

1971), and par. 1604.4 (a) of the Commission's Guidelines on Discrimination Because of 

Sex.   

Finally, an employer could not refuse to hire a married woman for any job or for 

particular jobs because of the employer's beliefs concerning morality or family 

responsibility. 
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Lawful 

 Whether applicant can meet specified work schedules.

 Whether applicant has any additional responsibilities which would interfere with

proper attendance.

Unlawful 

 Whether applicant is married, single, divorced, separated, engaged, etc.

 Number and ages of dependent children.

 All questions related to pregnancy or methods of family planning.

 Questions regarding child care arrangements.

MILITARY HISTORY 

Lawful 

 Experience/education in military services which would relate to the job applicant is

seeking.

Unlawful 

 Type of discharge.

 Military disciplinary record.

ORGANIZATIONS 

Lawful 

 Names of professional organizations to which applicant belongs.

 Offices held in professional organizations.

Unlawful 

 "List all clubs or organizations to which you belong."

 Requesting other information about membership in organizations if this information

would indicate race, religion, or national origin of applicant.

RACE 

Unlawful 

 Questions regarding race.

 Inquiry into color of eyes, hair.

 Other questions which would indicate race.

REFERENCES 

Lawful 

 Names and addresses of persons willing to provide character or professional

references for applicant.
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Unlawful 

 Require references from pastor, priest, rabbi, or other religious associates.

RELIGION/AVAILABLE FOR SATURDAY AND SUNDAY WORK 

This question may serve to discourage applications from persons of certain religions 

which prohibit their adherents from working on Saturday or Sunday.  On the other hand, 

it may be necessary to know whether an applicant can work on these days.  Section 701 

(j) of Title VII, as amended in 1972, prohibits discrimination on the basis of religion and

defines religion to include "all aspects of religious observance and practice, as well as

belief, unless an employer demonstrated that it is unable to reasonably accommodate an

employee's or prospective employee's religious observance or practice without undue

hardship on the conduct of the employer's business."  If this kind of question is asked, it

would be desirable to indicate that a reasonable effort will be made to accommodate the

religious needs of employees.

Lawful 

 Questions regarding religious denomination or beliefs if based on a bona fide

occupational qualification (B.F.O.Q.) as in the case of ministers, teachers, or other

employees of specific religious organizations.

 Questions regarding availability for work during specific time periods.  (Reasonable

accommodations must be made for employees whose religious practices interfere

with work schedules.)

Unlawful 

 Questions regarding religious beliefs if not based on B.F.O.Q.

 Questions such as "What religious holidays do you observe?," if asked prior to

employment.

GENDER 

Title VII prohibits discrimination in employment on the basis of gender except in the few 

instances in which sex may be a bona fide occupational qualification reasonably 

necessary to the normal operation of the employer's business.  There are virtually no jobs 

that can be performed by only one gender or the other. 

Unlawful 

 All questions regarding gender of the applicant unless based on B.F.O.Q., which

could occur in cases such as men's locker room attendant, etc.

Most of this information was reprinted from U.S. Equal Employment Opportunity 

Commission Guidelines for Title VII of the Civil Rights Act of 1964.  Adapted with 

permission from Richard D. Howe, Director, Office of Equal Opportunity Programs, 

Appalachian State University, Boone, North Carolina. 
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Avoid Discriminatory Questions in the Interview Process 

Family –Marital Status Protected by Law Against Discrimination: Gender 

Prohibited Questions 

Are you married? What is your 

marital status or civil union status? 

Protected Status 

Marital status and gender 

      What you can ask 

Nothing, (please refrain from 

asking the question) It is Illegal 

Do you have children? Are you 

planning on starting a family? 

Family Status; Sex, discrimination If travel is involved; 

What are your career goals? 

What childcare arrangements have 

you made? 

Gender, marital status, family. Can you work rotating shifts? Hours 

are 6:00 am – 3:00 pm, can you work 

Overtime if overtime is involved? 

Race; National Origin; Ancestry Protected by Title VII and Law Against Discrimination 

Prohibited Questions 

What languages do you speak? 

Protected Status 

National Origin; ancestry. 

What you can ask 

Ask about language skills, only if 

language skills are required for the 

job. “Can you speak ___?” 

What country are you from? National Origin If hired, can you furnish proof of 

eligibility to work in the United 

States? 

Have you ever been arrested? Possible race discrimination. Have you ever been convicted of a 

crime? 

What is your maiden name? Marital status; national origin; 

ancestry; sex 

If is necessary to check the work 

history, ask “Is additional 

information relating to use of 

nickname or changed name 

necessary to enable a check on your 

work record? 

Religious Discrimination Protected by Title VII and Law Against Discrimination 

Prohibited Questions 

What religious holidays do you 

observe? 

Religion Can you work the schedule required 

for this position? 

Age Discrimination Protected by Law Against Discrimination and Age Discrimination in 

Employment Act 

Prohibited Questions 

What is your date of birth? How old 

are you? 

Age What is your work experience? Are 

you 18 or over? (If job related 

maximum age limits are sometimes 

permissible). 
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Disability Protected by Law Against Discrimination and American Disabilities Act 

Do you have any health problems? 

Physical problems? Injuries? 

Disability “The hiring process involves (test, 

interview, and job demonstration) 

will you need a reasonable 

accommodation for this? (Only if the 

question will be asked to every 

applicant) 

Have you ever been treated for any 

of the following medical conditions? 

Have you even been hospitalized? 

How many sick days did you take 

from work last year? 

Disability “Describe how you will perform 

(certain job-related tasks)” Ask only 

if all applicants are asked the 

question. 

Will you need medical leave? Disability Refrain from asking even if there is a 

known disability. 

Are you currently taking any 

medications? 

Disability Can you perform the functions of the 

job? 

Can you drive? Disability “The job required going from one 

location to others, or travel, how do 

you feel about that? Or can you meet 

that requirement? 

Tell me do you have any restrictions 

regarding lifting weights? 

Disability The job requires lifting boxes of 25-

50 pounds, can you do that? 

The job requires visiting different job 

sites to (supervise employees, teach 

classes, and conduct onsite audits), 

will you be able to get around in that 

wheel chair? 

Disability The job requires on-site visits at 

various locations throughout the 

state, can you do that or meet that 

requirement? 

Have you ever filed a workers 

compensation claim? 

Disability Refrain from asking. 

Family Medical Leave Act 

Does anyone in your family have an 

illness that will require you to take 

time off from work? 

Disability Illegal question, refrain from asking. 
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INTERVIEW QUESTIONS: 

GOOD INTERVIEW QUESTIONS 

1. Tell us a little more about your

professional experiences, particularly

those not mentioned on your resume.

2. Why are you interested in leaving your

current assignment and why do feel that

this assignment would be better for you?

3. Do you feel this position is a promotion, a

lateral move, a broadening of your

professional experience, or just a change?

Why do you think so?

4. How does this position fit into your

overall career goals?

5. Describe the duties of your current job?

6. What do you dislike most about your

current job?

7. What is your favorite part of your current

job and why is it your favorite part?

8. What are the three college courses that

best prepared you for your current job?

9. What is the best method for creating a

?  [a relevant product] 

10. What qualities or experiences make you

the best candidate for this position?

11. Describe two or three major trends in

your profession today.

12. On the basis of the information you have

received so far, what do you see as the

major challenges of this position and how

would you meet them?

13. Describe a situation in which you did “all

the right things,” and were still

unsuccessful.  What did you learn from

the experience?

14. Discuss the committees on which you

have served and the impact of these

committees on the organization where

you currently work.

15. Why did you choose this profession/field?

16. What new skills have you learned over

the past year?

17. Think about an instance when you were

given an assignment that you thought

you would not be able to complete.  How

did you accomplish the assignment?

18. Have you ever had a great idea but been

told that you could not implement it?

How did you react?  What did you do?

19. Describe the best boss and the worst boss

you have ever had.

20. Describe your ideal job.

21. What would your co-workers or your

supervisor say about you?

22. Can you describe how you go about

solving problems?  Please give us some

examples.

23. What is the biggest conflict you have ever

been involved in at work?  How did you

handle that situation?

24. What new programs or services would

you start if offered the position?

25. Please share with us your philosophy

about customer service in an academic

environment and give us some examples

of service that would illustrate your

views.

26. Tell us how you would learn a new job in

the absence of a formal training program.

27. How would you characterize your level of

computer literacy?  What are some of the

programs and applications with which

you are familiar?

28. Think about a co-worker from the

present or past whom you admire.  Why?

29. What are the characteristics that you

prize most in an employee?  What

behaviors or characteristics do you find

intolerable?

30. Can you share with us your ideas about

professional development?

31. Describe some basic steps that you would

take in implementing a new program.
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FACULTY INTERVIEW QUESTIONS 

1. Describe your teaching style.

2. Describe your teaching philosophy?

3. How do you engage students, particularly

in a course for non-majors?

4. Share your ideas for professional

development.

5. In your opinion, how should the workload

of a faculty member be split and into

what area?

6. What changes have you brought to the

teaching of _____?

7. What courses have you created or

proposed in the last five years?

8. What do you think are the most

important attributes of a good instructor?

9. How do you define good teaching?

10. Do you think there is a difference

between a teacher and an educator?

Explain

11. What do you think are your greatest

strengths as an instructor? In which

areas do you feel you can use some

further development?

12. How do you feel your teaching style can

serve our population of students?

13. In what professional development

activities have you been involved with

over the past few years?

14. What type of committees have you

worked on? What did you contribute?

15. What pedagogical changes do you see on

the horizon in your discipline?

16. How would your background and

experiences strengthen this academic

department?

17. How do you adjust your style to the less-

motivated or under prepared student?

18. Have you involved your students in

research?

19. What are the most recent book and

article that you’ve read?

20. What are your research interests?
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