Hiring Disclosure Form

Position Title:	__________________________________________________________	
Candidate Selected:  ______________________________ Tentative Start Date: __________________
Previous Employee:   ______________________________   
		
(Hiring Manager to complete)
Were you acquainted with the individual prior to the interview process?   	   Yes            No
	If yes, please indicate nature of relationship (check one)
     Relative	     Friend	     Former Student	     Other  (please describe) _________________
_____________________________________________________________________________________

How many applicants did you interview?
	First Round			______________
	Second Round (if applicable) 	______________

Who served on the interview team?   ______________________________________________________
_____________________________________________________________________________________
What professional qualifications led you to select this individual?  (education, experience, special skills)


What personal qualities led you to select this individual?  (assertive, professional, well-spoken, etc.)



Salary Offer:  ______________________
Eligible for Raise including across the board raise:     When____________________
What technology and systems access is needed for this employee to start:
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What other compensation or benefit issues did you discuss as part of this individual’s pre-offer?
	Monetary Bonus (How much and based on what performance criteria?)
	Salary Increase (How much and when?)
	Tuition Waiver (At what rate and applicable to whom?)
	Relocation Expenses - Only for full-time faculty hires; non-faculty hires are not eligible.
	Housing ____________________________
Other (Please specify) _____________________________________________
	


Hiring Manager: ______________________________		Date:  _________________

Cabinet Approval: _____________________________		Date: __________________

Financial Approval:  ___________________________		Date: __________________
[bookmark: _GoBack]
___________________________________________		Date: ___________________
Employee Signature

___________________________________________		Date:___________________
Director of Human Resources Signature

