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​​​
Purpose  

To document the names and demographic data of all applicants for a Faculty or Academic Professional position, along with the reasons that an applicant was interviewed (or not interviewed) and hired (or not hired).

Initiated by

The Applicant List should be completed by the unit hiring authority or designee.

Approvals

To be determined by hiring unit.

Submit to 
The Applicant List, along with a copy of the resume(s)/curriculum vita(e) should be submitted to the Office of Equity & Inclusion within 30 days of the hire(s) being made or the close of the search – whether or not a hire was made.

Comments

It is ASU policy to promote open and competitive searches for all faculty and staff hires. The Applicant List creates an important record that demonstrates the number of complete applications received by the hiring unit and the consistent manner in which all applications were reviewed for advertised qualifications to ensure equal employment opportunity.  Additionally, the data contained in the Applicant List must be collected and reported annually as part of the ASU Affirmative Action Plan.

	Codes for use on the Applicant List (see pages 2 & 3)

	1Ethnicity
	2Sex/Gender
	3Veteran Status
	

	W – White

B –  Black

H –  Hispanic 

A –  Asian 
P  – Pacific Islander/Native Hawaiian
N –  American Indian/Alaskan Native

D –  Declined to state on EEO Survey 

U –  Unknown
	F – Female

M –  Male

D –  Declined to state 
       on EEO Survey

U –  Unknown


	V – Protected Veteran

N – Not a Protected Veteran

D –  Declined to State

U –  Unknown

	4Disposition Status
	

	1) Does not Meet Minimum Qualifications                      Units should add additional codes which explain why 
2) Does not Meet Desired Qualifications                         individuals are not receiving further consideration.
3) Incomplete Application

4) Applicant Withdrew

5) Applicant did not Respond

6) Search Closed w/o Hire

7) Hire Offer Declined

8) Hired                                    

	9) 


	 FORMCHECKBOX 
 Tempe Campus      FORMCHECKBOX 
 Downtown Campus      FORMCHECKBOX 
 Polytechnic Campus      FORMCHECKBOX 
 West Campus
College
Department
Dept. Code
Title/Rank
FTE
Chair/Director Signature
Date
Dean Signature
Date

Use Codes from Page 1 for Ethnicity, Sex/Gender, Vet Status and Disposition Status.
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