VACANCY POOL PROCEDURES 
College of Sciences and Technology

February 2005
The purpose of a vacancy pool is to temporarily fill vacancies that result 1) from circumstances such as loss of faculty, illness, or an unsuccessful search process or 2) from ongoing section needs to meet enrollment demands. These guidelines should assist departments in developing procedures, ensuring equal opportunity and anti-discrimination principles, and maintaining records needed in the event of an audit, inquiry or complaint. 
ESTABLISHING A VACANCY POOL

1.  

Establish required qualifications for vacancy pool or specific limited term positions.  Each department is responsible for establishing its own required qualifications for vacancy pool positions and specific positions. 
2.  
Develop a screening tool reflecting the established qualifications.  A screening tool should be developed that is consistent with the required qualifications established (such as, M.A. degree; successful teaching experience) and used consistently for all applicants.   A sample screening tool can be found on the CST website.
3.  
Advertise for Vacancy Pool at least once a year.  Departments may advertise their own pools and limited term positions and/or participate in the Joint Vacancy Pool advertised statewide each spring.  HR/EOC will annually contact departments regarding their interest in participating in the Joint Vacancy Pool. 
4.  
Submit position announcements and job ads for approval.  Departments that advertise their own vacancy pools and limited term positions must have announcements and advertisements approved by the Dean and HR/EOC prior to advertising.  See sample standard formats for position announcements and job ads on the CST or HR websites.
5.  
Send letter of acknowledgement and affirmative action card to all applicants 

The letter of acknowledgment should include information about the vacancy pool hiring process and a statement indicating it is the responsibility of the limited term faculty to renew his/her vacancy pool application every 5 years. See sample acknowledgment letter on the CST or HR websites.
Include an Affirmative Action card (available from HR/EOC) with the letter.  Before mailing the affirmative action card, fill in the following sections: 
  
Name of applicant   Search #: “<DEPARTMENT NAME> - VACANCY POOL” 
6. 
Maintain documentation of all applicants to vacancy pool 
A spreadsheet or database should be created to maintain the following information: 
· Name of applicant 
· Date applied 
· If applicant met required qualifications or not for the department vacancy pool. If no, specify which qualification not met. 
· Area/level qualified to teach 
A sample spreadsheet is available through the Dean’s office.

FILLING VACANCIES
1.  
Create a rating tool for specific discipline areas, courses, or needs 
Vacancy pool candidates eligible for specific discipline areas, courses, or needs should be rated with a rating tool each time a section is to be filled. 
The rating tool should: 
· measure what it is intended to measure and be relevant to the job, 
· be applied consistently to each applicant for any given job, 
· conform to sound principles of public personnel administration, AND 
· comply with WWU written policies and procedures and reflect the values inherent in the University’s strategic plan. 
The rating tool should include: 
· name of the candidate and of the person doing the rating,
· appointment information (such as name of course/section, quarter), 
· scoring system for rating the required, preferred, and/or desired qualifications, 
· if candidate was selected or not, and
· the final reason(s) not chosen, if applicable.
See sample rating tool on the CST website.
2. 
Maintain Vacancy Pool Files For 5 Years 
Include screening and rating tools, announcements/ads, correspondence, and application materials. Departments may store their own files or may contact HR/EOC about having them archived. 
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