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THE CITADEL 
FACULTY RECRUITMENT REQUEST 

I.  REQUESTING DEPARTMENT 
(The requesting department must attach an updated/ approved position description form) 

____________________________  ________________  ____________________________  ________________ 
Department  Position Number  Position Title  Work Hours 

____________________________  ________________ 
Last Incumbent  Date Vacated  Recruitment Period: 

¨ 1 Week  ¨ 2 Weeks  ¨ 3 Weeks  ¨ 4 Weeks 
Other: (Specify) _________________________________ 

Method of Advertising:  ¨ On Campus Only (No Charge)  ¨ Regular Distribution (No Charge) 

Select Publications:  Acct. # to be Charged:  ___________  Dates of Publication:  _____________________ 

¨ Post & Courier  ¨ Chronicle of Higher Education  ¨ Black Issues in Higher Education 

¨ NCAA News  ¨Women in Higher Education  ¨ The Chronicle (SC African American Newspaper) 

¨ TROA  ¨ Army/ Navy/ Air Force Times 

¨ Other: (Specify)  ______________________________________________________________________________ 

____________________________  ________________  ____________________________  ________________ 
Department Head  Date  Dean  Date 

____________________________  ________________  ____________________________  ________________ 
Provost  Date  EEO Officer  Date 

II.  BUDGET OFFICE 

Position Funding: ___________________ 

____________________________  ________________ 
Budget Director  Date 

Comments: 

III. HUMAN RESOURCES 
FTE:  Verified Classification:  Job Announcement #:  Recruitment Period: 

Pay Band:  Mid Point:  Publication/ Date/ Cost: 

_____________________________________________ 

Comments:  _____________________________________________ 

____________________________________________________  _____________________________________________ 

_______________________________________________  Total Cost for Advertising:  _________________ 

_____________________________  ______________  _____________________________  ______________ 
HR Manager  Date  Employment Manager  Date

Important
Please be sure you have completed the Notice of Separation form and have submitted it to Human Resources prior to completing this form. Click in the upper left corner to close this message.



Recruitment & Selection Checklist For: 
 Faculty Positions 

 

Step 1.  Recruitment – To Initiate Recruitment Process 
Existing Position 

 
____ Complete Recruitment Request 
 
____ Obtain Signature approval of the Recruitment Request (attach the ad text to request): 
 
            ____ Department Head        ____ Dean 
 
            ____ Provost      
  

Step 2:  Recruitment – Ad Text 
 
__ Unclassified positions do not have position descriptions; therefore, the hiring department 
should submit via email the approved ad text to Beth Southwick (for covered positions) or 
Swakena Lingard (for temporary positions). Refer to the Faculty Recruitment Policy for detail 
on ad text creation and approval. 
 
 
Step 3: Screening/Pre-Interview Process 
 
___   Meet with the Chief Diversity Officer prior to any interviews. The purpose of the 
meeting is to discuss your applicant pool and EEO diversity goals for the hiring 
department. Once this meeting is completed, the Dean or Dept. Head should then 
request approval from the Provost and Dean of College to invite candidates to campus. 
 
___  Receive materials from applicants.  If materials are sent directly to the hiring 
department, copies should be made and forwarded to Human Resources.  Human 
Resources will then contact the candidates to submit an Employment Application. 
 
 
Step 4: Interviewing 
 
___ Contact applicants of interest to coordinate interview date/time 
 
___ Applicants interviewed must meet the minimum stated qualifications and must have 
completed a faculty employment application.  Applicants interviewed must be informed 
of The Citadel’s Background Check policy and must complete the Acknowledgement 
and Authorization for Consumer Reports form. 
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___ Recommendation: Complete the Interviewing Form after each interview or at the 
end of each interview day. 
 
 
Step 5: Selection 
 
___ Update Interviewing Form with the name of the person selected, second/third 

choices (if applicable), and reason for candidate selection. 
  
___  Complete Background Check Request Form and attach the selected 

candidate’s completed Acknowledgement and Authorization for Consumer 
Reports.  Be sure to sign on the line designated for Department Heads.  Only a 
background check on the selected candidate will be performed unless prior 
approval is granted by the Provost for additional checks.  Please seek the 
Provost’s approval in advance for requesting any additional background checks.   

 
___ Take these items to Provost Accountant to begin the background check 

process: 
 
            a. Interviewing Form for all applicants interviewed  
 

b. Tests Questions and Answer Sheet (if applicable) 
    
           c. Acknowledgement and Authorization for Consumer Reports Form 
 
            d. Background Check Request Form  
 

e. All applications and materials for all of the candidates  
i. Note: This would only be the case if your department received the 

original applications and materials directly. 
ii. Note:  If your department needs some extra time organizing these 

items but wants to proceed with the background check, take the 
Provost Accountant items “a-d” and the process will begin.  
However, the official offer letter will not be mailed until item “e” is 
received by the Provost Accountant. 

 
___ After receiving the packet, the Provost Accountant will have the Provost review 

and approve the final candidate.  Once approved, all materials will be forwarded 
to Human Resources to ensure compliance with state guidelines and EEO/AA 
goals.  Human Resources will then initiate the background check process for the 
selected candidate. Once the background check is complete, Human Resources 
will email the results to the Provost Accountant for the Provost’s final approval.  
Under normal circumstances, please allow a minimum of 2 working days (starting 
when the packet is delivered to Human Resources by the Provost Accountant) 
for processing before calling the Provost Accountant and/or Human Resources 
for results.  During the processing period, the department may notify the selected 
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candidate that he/she is the candidate of choice but that an official offer can’t be 
formally extended until the results of the background check are processed.  The 
Department will be notified of the results as they come in. 

Step 6: Hiring 
 
***Formal job offers come from the Provost and Dean of College who is 
responsible for approving employment offers. 
 
___ Once results from the background check are received by the Provost Accountant, 

the Provost will notify the department to proceed with a verbal offer of the 
position to selected candidate at the approved salary contingent upon the 
Provost receiving an official transcript for the highest degree earned.  If the 
selected candidate wishes to negotiate the terms of the offer, the department 
head must discuss these terms with the Provost for his approval before finalizing 
the verbal offer. 

 
___ The department head will insert the required data (highlighted areas) into the 

faculty offer letter template and email letter to the Provost Accountant. 
 
___ The Provost Accountant will review the letter, print on Provost letterhead and 

have the Provost sign it.  Once signed, the original letter will be mailed to the 
selected candidate and copies sent to the dean, department head, Human 
Resources and Associate Provost. 

 
___ When the Provost receives the acceptance letter, a copy will be forwarded to the 

department.  At that time, the department should proceed with entering a 
Request to Fill in One-Stop. 
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THE  LANGUAGE  USED  IN  THIS  DOCUMENT  DOES  NOT  CREATE  AN  EMPLOYMENT 
CONTRACT BETWEEN THE EMPLOYEE AND THE AGENCY.  THIS DOCUMENT DOES NOT 
CREATE ANY CONTRACTUAL RIGHTS OR ENTITLEMENTS. THE AGENCY RESERVES THE 
RIGHT TO REVISE THE CONTENT OF THIS DOCUMENT, IN WHOLE OR IN PART.   NO 
PROMISES OR ASSURANCES, WHETHER WRITTEN OR ORAL, WHICH ARE CONTRARY 
TO  OR  INCONSISTENT  WITH  THE  TERMS  OF  THIS  PARAGRAPH  CREATE  ANY 
CONTRACT OF EMPLOYMENT. 
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FACULTY REFERENCE & BACKGROUND CHECK 
POLICY AND PROCEDURE 

PURPOSE OF REFERENCE & BACKGROUND CHECKS 

The Citadel believes that hiring qualified individuals to fill positions contributes to our 
overall strategic and academic success.  Reference and background checks serve as an 
important part of the selection process at The Citadel.  This type of information is 
collected as a means of promoting a safe work environment for current and future Citadel 
employees.  Reference and background checks also help The Citadel obtain additional 
applicant related information that helps determine the applicant’s overall employability 
and ensures the protection of current employees, property, and information of the 
organization. 

POLICY AND PROCEDURES 

All applicants for faculty and academic positions must complete the faculty employment 
application.  Additionally, The Citadel encourages applicants to complete the Application 
Information Survey for reporting requirements.  Prior to conducting interviews, the 
selection committee must meet with the EEO Director to discuss the department’s EEO 
goals.  Applicants interviewed must meet the minimum stated qualifications and must 
have completed a faculty employment application along with the Consumer Reports 
Authorization form.  This authorization gives The Citadel permission to proceed with the 
background check process for the selected candidate.  Once the final candidate is selected 
and approved, Human Resources will initiate the background check process.  Human 
Resources will give the Provost a copy of the completed background check for review of 
the results and final approval of the applicant. 

COMPLIANCE GUIDELINES 

Human Resources will ensure that all background checks are held in compliance with all 
federal and state statues. 

Prior Employment:  The Americans with Disabilities Act prohibits organizations from 
collecting non job­related information from previous employers or other sources. 
Therefore, the only information that can be collected is that pertaining to the quality and 
quantity of the work performed by the applicant, the applicant’s attendance record, 
education, and other issues that can impact the workplace.



THE  LANGUAGE  USED  IN  THIS  DOCUMENT  DOES  NOT  CREATE  AN  EMPLOYMENT 
CONTRACT BETWEEN THE EMPLOYEE AND THE AGENCY.  THIS DOCUMENT DOES NOT 
CREATE ANY CONTRACTUAL RIGHTS OR ENTITLEMENTS. THE AGENCY RESERVES THE 
RIGHT TO REVISE THE CONTENT OF THIS DOCUMENT, IN WHOLE OR IN PART.   NO 
PROMISES OR ASSURANCES, WHETHER WRITTEN OR ORAL, WHICH ARE CONTRARY 
TO  OR  INCONSISTENT  WITH  THE  TERMS  OF  THIS  PARAGRAPH  CREATE  ANY 
CONTRACT OF EMPLOYMENT. 
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Criminal Record:  In compliance with Title VII of the Civil Rights Act of 1964, this 
information should not be used as a basis for denying employment, unless it is 
determined that the information relates to the duties and responsibilities of the relevant 
position. 

RECORDKEEPING 

The Citadel guarantees that all information obtained from the reference and background 
check process will only be used as part of the employment process and kept strictly 
confidential.  Human Resources will maintain a log that will include the applicant’s 
name, position applied for, date of the background check, and the background check 
result (i.e. clear or negative).  Only appropriate Human Resource personnel at The 
Citadel will have access to this information.



EMPLOYMENT APPLICATION 
FOR  FACULTY  AND  OTHER  UNCLASSIFIED  POSITIONS 

HUMAN RESOURCES 
171 Moultrie Street Charleston, SC 29409 

Phone: (843) 953­6922 • Fax (843) 953­5228 • Job Line (843) 953­5115 
www.citadel.edu/hr 

Job Announcement Number: ________________  Position Applying For:  _____________________________________________ 

Applicants are considered for the position without regard to race, color, religion, sex, national origin, age, veteran status, or 
the presence of a non­job­related medical condition or disability. 

PLEASE TYPE OR PRINT ALL ANSWERS IN INK 
I.  PERSONAL DATA 

Date: ______________________________  SSN: ________________________________ 

NAME:  __________________________________________________________________________________________________ 
(Last)  (First)  (Middle) 

ADDRESS:  ________________________________________________________________________________________________ 

CITY:   ___________________________  COUNTY:   __________________  STATE:   _______  ZIP CODE:   ___________ 

HOME PHONE: (___)________  OFFICE PHONE: (___)________  FAX: (___)________  EMAIL: ___________________ 

May we contact you at work?  _______  Date you could begin work?  ______________________________ 

Are you authorized to work in the United States?  _______ 

Have you ever been convicted of a crime other than a traffic violation? _______  If Yes, please describe: _____________________ 

II.  COLLEGIATE & PROFESSIONAL STUDY ­ DEGREES EARNED 

Institution  Degree  Major Field of Study  Minor Field of Study  Date Degree 
Awarded 

*** A CVMUST BE SUBMITTED WITH THIS APPLICATION TO BE CONSIDERED FOR THE POSITION *** 

Area of Specialization: ______________________________________________  Are you default on any Student Loans: _______ 
South Carolina law prohibits employment by any State Agency of any person who has willfully defaulted on any student loans. Such 
persons may be considered for employment only after all overdue payments have been made or a voluntary agreement has been 
entered into with the lender providing terms for repayment of dept. 

III.  SIGNATURE AND CERTIFICATION 
I hereby affirm that the information provided on this application (and accompanying resume and/or documentation, if any) is true and 
complete to the best of my knowledge. I also understand that falsified information or significant omissions may disqualify me from 
further consideration for employment and may be considered justification for dismissal if discovered at a later date. I authorize 
persons, schools, my current employer (if applicable), and previous employers and organizations named in this application (and 
accompanying resume and/or documentation, if any) to provide any relevant information that may be required to arrive at an 
employment decision. 

Signature:  ________________________________________________________________   Date:  ___________________________ 
THE CITADEL IS AN AA/EEO EMPLOYER, DEDICATED TO MULTI­CULTURAL DIVERSITY IN CAMPUS LEADERSHIP POSITIONS.



State Application Data Record 
(Completion of Information Below is Voluntary) 

The Citadel complies with government regulations and affirmative action responsibilities. Solely to help us comply with 
government record-keeping, reporting and other legal requirements, please complete the State application data record. We 
appreciate your cooperation. 

Job Announcement Number: Position Applying For: Date: 

I. Personal Data 
Applicant Name: Date of Birth: 

Are you currently employed by The Citadel?        Yes         No 

II. Please check the boxes that apply to you. 
A. How did you hear about this vacancy? B. Education:  

 ACM Magazine  Job Fair / Career Weekend  Completed Grade 1 
 Active Employee Referral  MAA Magazine  Completed Grade 2 
 American Libraries  NCAA Market  Completed Grade 3 
 Army, Navy, AF Times  NCAA News Magazine  Completed Grade 4 
 APA Monitor  NCAA News Online  Completed Grade 5 
 APS Observer  Post & Courier  Completed Grade 6 
 ASCE Magazine  Psych Discourse  Completed Grade 7 
 ASEE PRISM  Retired - Employee Referral  Completed Grade 8 
 Campus Recruiting  SC Hispanic Council  Completed Grade 9 
 Charleston AFB  Science Magazine  Completed Grade 10 
 Citadel Website  The Chronicle (Charleston, SC)  Completed Grade 11 
 Charleston Reg. Bus. Journal  Trident Tech  Completed Grade 12 
 Chemical/Engineering News  Walk-in  Completed 1 Year College,     
 Chronicle of Higher Education  Women in Higher Education     Business or Tech School 
 Diverse Issues in Higher Educ.  Other ___________________  Completed 2 Years College, 
 DSS ______________________________     Business or Tech School 
 Employment Agency ______________________________  Completed 3 Years College, 
 Employment Security Comm.      Business or Tech School 
 Goodwill   Bachelor's Degree 
 IEEE Spectrum Magazine   Master's Degree 
 IEEE Spectrum-Online   Doctorate 

C. Gender: D. Ethnicity: E. Veteran Status: 
 Female  American Indian  Non-Veteran 
 Male  Asian or Pacific Islander  Veteran 

  Black, Non-Hispanic  
  Hispanic  
  White, Non-Hispanic  
Updated Feb 08 



FACULTY INTERVIEWING FORM 

Interviewing and Hiring Procedure: 
1)  Prior to conduction interviews, meet with the EEO Director to discuss your department’s EEO goals. 

2)  Applicants  interviewed must meet  the minimum stated qualifications and must have completed a  faculty 
employment application. 

3)  A  minimum  of  three  candidates  should  be  interviewed.  As  part  of  the  evaluation  process,  the  hiring 
department may pursue additional research through publicly available resources. 

4)  After  completion of  interviews  the  following  items need  to be completed and sent  to  the Provost Office: 
Interviewing form, Request  for Background Check  form, signed “Acknowledgement and Authorization for 
Consumer Reports”  forms for each  interviewed candidate, and all  applications and materials.  Once  the 
Provost has approved the selected candidate, all items will be forwarded to Human Resources to ensure 
compliance with state guidelines and EEO/AA goals. 

5)  Human Resources will initiate a background check for the selected candidate. 

6)  The completed background check will be forwarded to the Provost for final approval.  Formal job offers for 
all faculty positions will come from the Provost and Dean of College, who is responsible for approving the 
employment offers.  Once offer is accepted, each department is responsible for entering the Request to Fill 
via One­Stop. 

Job Vacancy Number:  Department Name:  Today’s Date: 

Position Title:  Position #: 

Applicant’s Name  Date/Time of Interview  Comments by Interviewer(s) 

Applicant selected for this position: 

Justification for selecting this individual: 

Second Choice Selection:  Third Choice Selection: 

____________________________  ____________________________  ____________________________ 
Interviewer’s Signature  Department Head’s Signature  Employment Manager Signature 

Revision 09­20­06



THE CITADEL 
ACKNOWLEDGEMENT AND AUTHORIZATION FOR CONSUMER REPORTS 

* The Citadel will run the following Investigative/Consumer Reports for all Faculty positions. The Citadel 
reserves the right to any additional investigative/consumer reports and will contact the individual if any 
additional investigation is required. 

Faculty Check  KwikScreen Instant Criminal Search Includes a criminal search within the fifty states, the 
National Sex Offender Registry and fifteen National/International Security Sources. 

 Social Security Verification and Address History Check 
 State Motor Vehicle Record Check 

You hereby authorize the obtaining of such consumer reports and investigative consumer reports at any time 
after receipt of this authorization.  By signing below, you hereby authorize, without reservation, any party or 
agency contacted by this employer, or the consumer reporting agency acting on behalf of the employer, to 
furnish the above mentioned reports at any time during your continued employment or contract for services.  
You also agree that a fax or photocopy of this authorization with your signature shall be accepted with the 
same authority as the original. 

For California, Minnesota, or Oklahoma applicants only: if you would like to receive a copy of the 
consumer report, if one is obtained, please check this box.  

For California applicants only:  if public record information is obtained without using a consumer reporting 
agency, you will be supplied a copy of the public record information unless you check this box waiving your 
right to obtain a copy of the report.  

Printed Name: SSN: 

Maiden Name: Birth Date: 

Drivers License (Number and State): 

Current Home Address: 

Highest Degree Earned: Name of Institution: City, State: Year completed: 

Have you ever been convicted of anything other than a minor traffic violation? If yes, please explain: 

Special Certifications/Licenses (Please include number): 

Signature: Date: 

 

___________________________   
Signature   

 



THE CITADEL 
REQUEST FOR BACKGROUND CHECK 

Requesting Department: Request Date: 

Candidate Name: Vacancy Number: 

Levels of Investigation (please check one) 
Note: At a minimum, Level III is required. Additional information is available in Levels I & II. 

Level Services Offered Suggested Job Level 

Faculty  KwikScreen Instant Criminal Search 
 Social Security Verification and Address History Check 
 State Motor Vehicle Record Check 

All Faculty positions 

Level III  KwikScreen Instant Criminal Search 
 Social Security Verification 
 Driver License/History Check 
 Name and Address History 

Professional & technical 
positions, other general 
clerical, maintenance, and 
similar type jobs. 

Level II  KwikScreen Instant Criminal Search 
 Social Security Verification 
 Driver License/History Check 
 Education Verification 
 Name and Address History 
 Professional Credentials Verification 

Management & supervisory 
classifications and other 
positions providing direct 
contact with students & 
minors. 

Level I  KwikScreen Instant Criminal Search 
 Social Security Verification 
 Driver License/History Check 
 Education Verification 
 Professional/Personal References 
 Credit Check 

Directors, department heads, 
upper management, and 
financially sensitive 
positions.  Financially 
sensitive is defined as 
positions involved with 
handling of money or 
exercising financial discretion 
over large amounts of 
money. 

 

___________________________ ___________________________ ___________________________ 
Interviewer’s Signature Department Head’s Signature Human Resources Manager 
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