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SAINT MARY’S COLLEGE DIVERSITY REPORT FORM
THIS FORM MUST BE COMPLETED AND RETURNED TO HUMAN RESOURCES BEFORE 

AN OFFER OF EMPLOYMENT WILL BE MADE.
	POSITION TITLE 

	DATE POSITION OPENED

	DATE POSITION CLOSED


	POSITION DESCRIPTION.  Briefly describe duties of the position and the qualifications required.




	MEMBERSHIP OF INTERVIEW TEAM (if different from search committee).  INDICATE CHAIRPERSON

	NAME
	GENDER
	ETHNICITY
	POSITION

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	LIST OF CANDIDATES who were INTERVIEWED

	NAME
	GENDER
	ETHNICITY
	Phone or Campus Interview

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	LIST MINORITY CANDIDATES who were either INTERVIEWED AND NOT OFFERED POSITION or were EXTENDED AN OFFER THAT THEY REFUSED.

	NAME
	REASON FOR NO OFFER OR THEIR REFUSAL

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	THE INFORMATION PROVIDED ABOVE IS ACCURATE

AND REPRESENTATIVE OF THE CIRCUMSTANCES


	SUPERVISOR/CHAIRPERSON
	DATE

	I HAVE REVIEWED THE INFORMATION PROVIDED

ABOVE AND APPROVE IT


	VICE PRESIDENT
	DATE


SMC/HR/FORMS 11/2007
SAINT MARY’S COLLEGE DIVERSITY REPORT FORM
*To Be Completed by the Human Resources Office*

RECRUITING SOURCES (list dates of contacts)

	ADVERTISING.  Enclose copy of actual, dated advertisement(s).



	PROFESSIONAL ORGANIZATIONS.  Enclose copies of letters sent.



	MINORITY GROUPS/ORGANIZATIONS.  Enclose copies of letters sent.



	WOMEN’S GROUPS/ORGANIZATIONS.  Enclose copies of letters sent.



	VETERAN’S OR HANDICAPPED GROUPS/ORGANIZATIONS.  Enclose copies of letters sent.



	PERSONAL CONTACTS, MEETINGS, TELEPHONE CALLS.  Enclose copies of letters sent.




	
	APPLICATIONS

RECEIVED

#
	CANDIDATES

INTERVIEWED

#
	CANDIDATES TO

WHOM OFFER

EXTENDED (#)
	CANDIDATE

ACCEPTING

OFFER (#)

	
	M
	F
	M
	F
	M
	F
	M
	F

	TOTAL


	
	
	
	
	
	
	
	

	W


	WHITE


	
	
	
	
	
	
	
	

	B


	BLACK


	
	
	
	
	
	
	
	

	H


	HISPANIC


	
	
	
	
	
	
	
	

	A

A
	ASIAN/PACIFIC

ISLANDER
	
	
	
	
	
	
	
	

	N

A
	NATIVE

AMERICAN
	
	
	
	
	
	
	
	


Please complete the

following if known:

	
	VETERAN


	
	
	
	
	
	
	
	

	
	HANDICAPPED


	
	
	
	
	
	
	
	


	For interviewers and offers extended, list names of minorities on reverse.  Enclose résumés.
	PREPARED BY


	DATE


SMC/HR/FORMS 11/2007

