
                                                Academic Recruitment Plan                                                 v. 7/14 

1. School: 
 

2. Department:  

3. Recruitment Open date = VPAA approval date 
    Recruitment Close date = 18 mos. from the approval date  

     For a  recruitment duration of less than  
     18 months, please indicate the duration:                                  months                                                                        

4. Job Number:   (VPAA office will complete)  5. Attached copy of Ad: YES 
6. Working Title: (to identify recruitment 
online) 

 
 

7. Is this a multi slot search?        YES                        NO  
8. If this search includes the 
 Ladder series how many slots: 

 
 

 

9. Placement Goals: Women Black Hispanic Asian American Indian 
 

10. Title Code(s): 

 
 
 
 
 
 
 
 

 

 Other Title Codes: 
 

11. Documents & reference requirements for this search: 

                                             Type           Required? (no= optional) 

Curriculum Vitae Required for all UCSF Searches 

Cover Letter Yes                                                     No 

Statement of Research Yes                                                     No 

Statement of Teaching  Yes                                                     No 

Miscellaneous/Additional (e.g., Educator’s Portfolio)  Yes                                                     No 

If Yes, please specify: 
 

12. Reference Letter Options– If you would like to require reference letters, choose ONE of the following options, otherwise check  
this box           for “None.” The reference letter option you choose cannot be modified after your recruitment has been made active. 
 

 

                                 OPTION 1                    check box 

 

                                    OPTION 2                   check box 

Department Solicited Reference  
Letters (contact information only)  

Applicant Self-Solicited  
Reference Letters  

Number of reference contacts  
required per candidate 

Number of letters required 
per candidate 

What This Means: 
• Department solicits letters  for applicants of their 

choice, via AP Recruit 
• Letters solicited through AP Recruit may be used 

in the  Advance appointment packet for the 
candidate of choice 

What This Means: 
• Each person applying must submit the required 

number of  self-solicited reference letters,  in 
order for their application to be complete 

• Letters may NOT be used in the candidate’s 
Advance appointment packet  

http://diversity.ucsf.edu/sites/diversity.ucsf.edu/files/UndUtiliz_Chart_Acad-2012.pdf


 
13.  Please indicate “Basic Qualifications”: (For information on how to determine “basic qualifications”, visit Guidelines and Best 
Practices for Position Description/ Announcements and Defining Basic Qualifications) 

 

 

 

 

 

 

 

 

 

 
 

14. Advertisement to be Published in:  (NC HERC required)          

Journals: Online: Other individuals/ institutions: (to be 
contacted to assist with this search) 

 
NC Herc (Completed by VPAA office)  

 

   

   

   

   

   

   

   

   

 
 
 
 
 
 
 
 
 
 
 
 
 

http://academicaffairs.ucsf.edu/academic-personnel/recruitment-retention/media/Guidelines_and_Best_Practices_for_Position_Description-Announcements_and_Defining_Basic_Qualifications.doc
http://academicaffairs.ucsf.edu/academic-personnel/recruitment-retention/media/Guidelines_and_Best_Practices_for_Position_Description-Announcements_and_Defining_Basic_Qualifications.doc


 

 

15. Search Committee Information (Search Policy)  

Name                       Department Email 

Committee 
Chair: 

   

Core 
Committee 
Members: 

   

   

   

   

   

   

   

   

   

Additional  
Committee 
Members: 

   

   

    

   

Staff 
Contact: 

   

 
         

         I confirm that the search committee includes at least 25% minorities or women1. (For recruitment procedures visit 
http://academicaffairs.ucsf.edu/academic-personnel/media/recruitprocedures.pdf) 

 
1The School of Nursing requires 25% men or qualified minorities. 
 
          Approval                                                                                  signature          date 

Division Chair (optional)  

Department Chair  

Academic Vice/ Associate Dean  

Vice Provost Academic Affairs  

http://academicaffairs.ucsf.edu/academic-personnel/media/searchpolicy.pdf
http://academicaffairs.ucsf.edu/academic-personnel/media/recruitprocedures.pdf
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