INFORMATION AND MEDIA NETWORKS

EEO

Martin Hall 230, Phone: 482-6306

www.louisiana.edu/I nfoT ech

See section on Hiring Procedures in Academic Adféor a full explanation of the hiring process
for faculty. Information about hiring unclassifisthff is included in this section. The
University’s EEO Policy is located in the Policy @onents section at the back of this Handbook.

EEO Report Form for Category Full-Time Faculty or Unclassified Staff

UNIVERSITY OF LOUISIANA at LAFAYETTE
EEO REPORT FORM FOR CATEGORY FULL-TIME FACULTY OR
UNCLASSIFIED STAFF

Yaur assistance is requesred in completing the areas checked (7). Please refer w the approved applicant pool which was returned
to you with responses of race and sex indicated for those applicants who returncd their EEQ questionnaire. If you are aware of the
requested information on any of the other applicants who did not respond, please include that information in your rorals. This form
is due back to the EEO Officer no later than ten (10) working days after the form is received in your officc.

RETURN TO: EEQ Officer

Information is requested for persons hired for:

Fall 2008
* 3 e she Sie she 3f0 e vie o e ik e afe ofe sfe o she ol e e st e o sfe e ok ok Nl
ADMINISTRATIVE UNIT:
POSITION EEQ # EFFECTIVE DATE OF HIRE:
« PERSON COMPLETING FORM:
NAME OF NEW HIRE:
RANK/TITLE:
RACL: SEX:
H* e e she she she s she o s o s e s o e e s o e 2 e e e S v 3 S e ok ke st s e o o 3 sl sle o ke o ol sk o ke sl ok

v TOTAL NUMBER OF APPLICANTS FOR THIS POSITION:
" HOW MANY MALES?* » HOW MANY FEMATLES?*

Black White Oilher Tnknown Black White Other Unknown

&’ Sex Unknown
RACE OF APPLICANTS WHO REACHED FINATI. CONSIDERATION -

« HOW MANY MALES?* » HOW MANY FEMALES?*

Black White Other Unknowin Black ‘White Other Unknown

*If you are unsure of race and/or sex, please do not guess; list as unknown.

e s ke o5 ok 8 ahe oK o o o 7K ok ok o ok 8 ok o e A o o ok R kR e ok o4 24 o o 24 ofe o e ok o ok e A kR &
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EEO Checklist for Hiring Unclassified Staff

UL LAFAYETTE'S EEQ CHECKLIST FOR HIRING UNCLASSIFIED STAFF
NOTE: EEO NUMBER IS REQUIRED ON ALL CORRESPONDENCE

Department Anticipated Appointment Date
Position New/Replacement For
Temporary/Continuing EEO No. Salary Range $

e s sk sk 4 sk s ok o o ot e ok o 3K 3 3 Sk sk ke s e e s ot 396 ok oo sk o sk S e ok ke Sfe ke sk e sk ok s ok o sk ok o otk o sk st stk s sk o sk sk o ol sk e R ok

X 1. Department Head requests position through chain of command.
X 2. Position approved through chain of command.

X 3. EEO Number assigned (required on all correspondence).

4.Vacancy announcement approved through chain of command and EEO Officer. If this
vacancy is to be posted on the UL web page, please send your approved e-file to
duke@louisiana.edu for posting.

5. Labels with Names and Addresses {preferably home addresses) of all applicants sent
to EEQ Officer, as well as with a hard copy for filing, as they are received. (It is
urged that additional applicant names/addresses be sent in on a weekly basis while
applications are still being accepted. (See page two for format).

6. After the closing date for applications to be received has been reached, dist of names
only of all applicants must be sent to the EEO Officer for approval of applicant pool.

7. During the interview process (in person or by phone) the attached information from
University Police must be provided to the applicants in compliance with the
Federal 1998 Clery Act.

8. Department Head/Direcior receives ranked listing of top three candidates from
Search Committee.

9. Department Head/Director seeks permission through chain of command to make
employment offer to candidate. "

10. Once candidate accepts employment offer, Department Head/Director inmitiates
Appointment Form for Unclassified Personnel to hire candidate. Form is sent
to EEQ Officer for approval.

11. Other approvals necessary are:
Director, Academic Planning & Faculty Development
Vice President
President
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12. Copies of approved Appointment Form are returned to all parties involved from
Vice President.

13. An EEQO Report Form is sent to the Dopartment Head and must be completed and
returned to EEO Officer within 10 working days after receipt.

ke ok sk e sfe ok 3 she sk oK 3¢ 3 e 3 3 o Sk ok b ok okt 3k s sk ke e ok o 386 ok ok sk e ke i ke ok ke ok * * K g sk e ok o o R oK

The recommended format to use in submitting names and addresses of applicants for each position
is as follows:

Labels: -
Name
Street Address
City, State, Zip Code

Please note: Applicants usually prefer receiving EEO correspondence at theirhome address as
many of them do not wish to have their current employer aware that they may have applied for
another posiiion elsewhere.

Sending labels of additional names on a weekly basis, or as sufficient applications are received
would be helpful. Responses to the some of the EEO darta forms must have been received by the
EEO office befure your final applicant pool can be approved. Do not wait to send in names and
addresses until all applications are received and you are ready to begin interviewing.

6. The recommended format to use for having your applicant pool is as follows:

Please approve the applicant pool for position EEO No.

List names ouly of all applicants and send to CEO Officer
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Staff (Unclassified) Vacancy Announcement Form

Martin Hall 230, Phone: 482-6306

Vacancy announcements, academic and unclassiéifidate generated in the department by
defining the following: position, responsibilitieg alifications, salary and rank, effective date,
closing date, and application. Unclassified saafiouncements should include the following

information: full time position, responsibilitiegualifications, salary range, starting date and
applications.

Staff (Unclassified)Vacancy Announcement

% STAFF VACANCY

UNIVERSITY

LOUISIANA

L a fayet e,

JuL Dz :

ADMISSIONS COUNSELOR

The University of Louisiana at Lafayette is seeking an Admissions Counselor/Recruiter
for minority recruitment efforts. This person will serve as a member of the Enrollment
Services staff. Responsibilities include communication of information concerning the
University's academic rams and admissions requirements to all prospective
students, parents, and ﬁ E school personnel; coordination of University outreach
efforts, includini speaal events; and guidance of students at the point of admission to
UL Lafayette. The Director of Enrollment Services may assign additional duties. The
successful candidate will possess a strong work ethic. He/ si‘ie should be an energetic
individual possessing a high degree of initiative and the ability to work well both
independently and as a part of a team.

This is an important and hi ghhly visible, unclassified, professional position with
responsibilities and dutieb at are not confined to a regular eight hour workday.

Qualifications:

e The minimum of a Bachelor's degree

* Knowledge and understanding of the diverse student population served by the
University

= Computer literacy

e Strong written communication skills

# Strong organization and oral presentation skills

= Commitment to student service and diversity

= Willingness to travel extensively and work evenings and weekends as necessary.

Starting Date: July 28, 2003, or until filled

Applications: For initial consideration, the following must be received by
Monday July 14 , 2003.
* an official letter of application
* comprehensive resume

Mail materials to:

SN Committee Chairperson
P. O. Box 44652

Lafayette, LA 70504-4652 "
EEQ No. EM 2-02

W
AE PR

ceyn T, FTMETTE, B O

The University of Louisiana at Lafayette is an Affirmativa Action/Equal Opportunity Employw
' 7 -
A Mamber of the University of Lomsana Sysiem :
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STEP

Phone: 482-2742

http://sga.louisiana.edu/STEP

Common access computer laboratories funded by Sif&ERcated in: Bourgeois Hall,
Conference Center, Dupré Library, F. G. Mouton,li@ni Hall (Cyress Lake Café), Lee Hall,
Stephens Hall and H. L. Griffin. Information onviaéo submit a grant application can be found
on the SGA web page.

Telephones
Phone: TT#

http://info.louisiana.edu

Information and Media Networks handles the suppbtélephone services. Telephone dialing
instructions and features are published in the Blex telephone directory (green pages). The
instructions, tutorials and on-line forms are aafalie athttp://info.louisiana.edu. Trouble
reports and new service requests can be made loyodid # (from off campus 482-0088).
Operator service is available by dialing O#.

Computer Networks

Phone: TT#

http://info.louisiana.edu

Information and Media Networks handles the suppbdomputer network services. The
Department website is locatedmtp://info.louisiana.edu. Trouble reports and requests can be
made by dialing TT# (from off campus 482-0088).

Help Desk Services and Support

Stephens Hall 201, Phone: 482-5516

http://helpdesk.louisiana.edu

Email: helpdesk@louisiana.edu

The Help Desk provides assistance to UL Lafaydttdents, faculty and staff who are using
computers for academic pursuits. See the Help xesisite for in-depth services and support or
call the above number for assistance.

University Email

Stephens Hall, Room 201, Phone: 482-5516

http://helpdesk.louisiana.edu

In order to access University email a UCS accouwmtrbe activated. The UCS username and
password are used to access your University eroedlant. Go to Stephens Hall, room 201 for
assistance in setting up the account. Universitgilermay be accessed through a number of
options. The Help Desk websitg}p://helpdesk.louisiana.edu, offers extensive information on
the use of University email.

UCS Account Activation

Stephens Hall 201, Phone: 482-5516

http://helpdesk.louisiana.edu

Email: helpdesk@louisiana.edu

Accounts and password changes are activated apadigeg by the Computing Support Services
Help Desk in Stephens Hall. You must appear inggeesd provide some form of photo
identification such as: University ID, driver'sdinse, etc. Activating the UCS account is an
overnight process. Persons seeking a passwordelstould visit

http://helpdesk.louisiana.edu; if the current password is unknown the persontmresent a
pictured ID at the Help Desk.
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ISSISMVS

Stephens Hall 321, Phone: 482-6841

www.louisiana.edu/InfoTech/O1 S

One of the services provided by the Office of Infation Systems is the ability to access the
IBM mainframe system consisting of ISIS, the adstiaitive database; LIBIS, the online library
catalog; and MVS accounts for administrative anetid academic users. In order to use this
system you must have and MVS account. To obtain Met®unts contact the Help Desk at 482-
5516 or 482-5622. The Help Desk is located in StapiHall 201. The ISIS database
incorporates most of the administrative informafiothe University and allows faculty advisors
to obtain student records, which enables the adtisassist and better serve students with their
scheduling. Advisors must have an MVS account tesg ISIS. Departmental records may be
accessed by departmental administrative staff.btaie an account call the Office of Information
Systems.
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1SISMVS Account Application

e UL Tatbeentz Ofice of Taltemadon Switzma Chtober Bz, 2002
ISIS / MVS Account Application
Name: UL Lafwvaua 1D #: — Date:
Depr.: AcclCods (Requived): — Phone:

Clasgification (circle oncj: laculty / staff

Acoount Type & Access - You must be in the University database o gel am acconnt,

Alefaninistrative: Check all that apply and retum form w Office of Tnformation Systems {OTS).

Termibal Type: [] PC/MAQ O] TVT terminal

Access Neaded: [] ISIS (IDMSPRODY) _| FINANCIAL ATD {IDMSS AM) C]rs0

ITmportant Points About UL Lafayctte Computing and Network Use

Lacil:tate your pensonal work amdier s
be acceptable, if they do srobt Consud

such use,

OL Lafavetls proo
responsibilities a1 IOT Tal,
QUL DS Py d for critical use or otherwise ioterlo

Tse for paranie
computing privil

a usin=ass iz now acceptable and may e groonds Cor loss of

cal 15 received

cn b
iting [rom Lhoe UL Lalay

it one, i= only

I pHable il prior app-c
Fal o,

Goadninlsy

L Hewer allow scmesne alse to uese your account! Yiou sre respondible Lor usage Dono oodcr Lhi GoCess
oodes issued to yomu. Heep your password seoret)

or ctherwise eloctrondcallly impeosonab anabthar ‘4 unazieptabls and

iwileges for sither or hoth accounts.

Use of someope else's ws
may he groun

Iz for loae of

intertera with, asroy, or hace
Aronghous Tha wo

= nther computer us
ba ;

owrar of any files v onmate. k& systam aldninistrateor map ic

poub aompil ey activizies

G WAl EPONS0I& Ao sup@rwiScs

1 am regquesting this ocoepweting aocotht for my owe use and will be responsible for all computing activities
done on this acseumt. I am responeible for knowing UL Lafayatta poligies governing the uge of computing
faoilities and ke. I wnd nd that my computer nge is alass subject ks all applicable State and
Federal laws.

signature of account owmner
For Qffice Use Only

Userll

Date Installed

Registered by
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Non-Discrimination

Phone: 482-1394

www.louisiana.edu/Faculty/Handbook/id74.htm

The University’s EEO Officer handles inquiries regjag non-discrimination policies. Inquiries
concerning the application of non-discriminatiorigies may also be referred to Regional Civil
Rights Director, Office for Civil Rights, U. S. Dagiment of Education, 1200 Main Tower
Building, Suite 2260, Dallas, Texas. See the Fdliocuments section at the end of this
Handbook
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