Addendum to EPA & Faculty Search Guidelines:
Print Advertising Requirements & Hiring a Foreign National

Because UNCW is attracting an increasingly larger pool of international applicants, it has become necessary to modify our recruitment and selection process to facilitate and expedite the sponsorship process for permanent residency for foreign nationals hired into faculty positions by the university.  The following reflects the current guidelines as well as pending revisions to help alleviate the burden on the department chair of collecting necessary documentation post-hire.
1. Print advertisements must be placed in a national professional journal or publication.  “Pointer” ads (those that direct interested individuals to a web site for more information) have had mixed results from the Department of Labor when used in correlation with a permanent residency application.   At minimum, advertisements should include the following elements:
a. Description of role, including essential functions, principal duties and responsibilities;
b. Description of minimum and preferred qualifications and attributes;

c. Date screening will begin; and
d. Application instructions which specify the information necessary for an application to be considered “complete.”
Note:  In many cases, the department wishes to cast a “broad net” to attract a well-qualified pool in a variety of subjects.  If this is the case, HR can assist the department on wording to help ensure the ad won’t hinder a permanent residency application.  

2. The responsibility of the search committee is to review application materials for advertised requirements and preferences that indicate the potential for success in the position.  Each committee member should independently review the materials to determine their preferred candidates before meeting to discuss and compare selections with other committee members.  The search committee should reach consensus on all applicants to be interviewed or referred to the Department Chair. Reasons for “non-selection” (i.e. incomplete application, ABD, etc.) should be maintained on each applicant who does not progress in the search.  Such reasons must be reported to the Department of Labor for each U.S. citizen in correlation with the application for permanent residency for the foreign national.

3. The Department Chair must notify the Office of International Programs (OIP) if the candidate hired is not a U.S. Citizen. OIP will work with the individual to ensure they have the appropriate documentation to work in the United States.  The Provost will review requests to sponsor permanent residency petitions on behalf of foreign nationals hired into faculty or research positions.  An “Initiation of Permanent Residency Process for UNCW Employees” form should be completed and signed by the Department Head, Dean, and Provost and forwarded to OIP for processing.
4. The Department Chair is responsible for maintaining search files for a period of 3 ½ years from the effective date of the appointment -- including letters of reference as well as search committee-related documentation and notes. Search files related to the hiring of a foreign national sponsored for permanent residency should be maintained 5 years from the effective date of the appointment.  
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