
 
 

TO:  Deans, Directors, and Department Heads 

 

FROM: Leah Gutknecht 

  Assistant to the President for Compliance and Equity Management 

 

DATE:  October 1, 2014 

 

RE: Phase II changes resulting from revised Office of Federal Contract Compliance 

Programs (OFCCP) regulations 

 

This memo is to provide you with an overview of Phase II changes that have been made at UNI 

in response to new regulations at the federal level.  The Office of Federal Contract Compliance 

Programs (OFCCP) has published Final Rules which make substantial changes to Section 503 

and VEVRAA regulations that impose significant new reporting, administrative, and affirmative 

action obligations on federal contractors, such as UNI.  Section 503 provides for protection for 

individuals with disabilities (IWD), while VEVRAA protects and defines protected veterans 

(PV).   

 

Phase II changes are being rolled out to coincide with the University’s affirmative action plan 

(AAP) year which begins on October 1, 2014.  Phase I changes became effective March 24, 

2014 and included listing all temporary and non-temporary vacancies with Iowa Workforce 

Development and an updated EEO tagline used in recruitment advertisements.  Phase II changes 

include:  

 A modified search process will be used for temporary and adjunct positions. 

 Applicants and new employees will now be invited to self-identify as individuals with 

disabilities and/or protected veterans, and a survey of current employees will be 

conducted yet this academic year. 

 Advertising sources that target individuals with disabilities and protected veterans will be 

required for all searches. 

 A 7% utilization goal for individuals with disabilities will be used to provide 

accountability for the outreach efforts during the 2014-15 AAP year.   

 A 7.2% benchmark will be used to measure our hiring of protected veterans during the 

2014-15 AAP year. 

 

The remainder of this memorandum provides details on how the Phase II changes specifically 

impact some of UNI’s procedures.  Please share the information below with those in your area 

that assist with the respective processes.   

 

Modified Search Process for Hiring Temporary Faculty, P&S, and Merit Staff 

Beginning October 1, 2014, a modified search process has replaced the interim method 

(established during Phase I in March 2014) for filling new temporary faculty and P&S positions.  

This process has been initiated due to federal regulations that require all positions lasting three or 

more days be listed with Iowa Workforce Development (IWD) (www.iowajobs.org) before being 

filled. This will assist veterans and disabled veterans in securing meaningful employment after 

their military service and supports UNI’s goal to enhance the diversity of our workforce.   

 

 
 

 

http://www.iowajobs.org/
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Phase II changes to the process are necessary as the regulations require UNI to begin offering 

applicants for temporary positions the opportunity to self-identify as protected veterans and/or 

individuals with disabilities.  The self-identification and IWD listing processes have now been 

incorporated into the Jobs@UNI system as part of the modified search process for Faculty and 

P&S positions.  The Merit temporary self-id process has also been updated to ensure compliance. 

The information below provides specific guidance on the modified search process for each 

employment group and position type.  Using these procedures ensures UNI’s compliance with 

the posting requirements stated above.  Process changes impact Faculty and P&S temporary 

hiring only. The Merit temporary process remains the same.  Exceptions to the modified search 

processes are listed below, and have been expanded to include items highlighted in yellow. 

Faculty positions:  

Non-Temporary - Use the regular process for conducting full searches. 

Temporary/Adjunct - Use a modified search process utilizing a regular Jobs@UNI 

requisition to post positions that do not require a full search.  While it does not require a full 

search, the modified process WILL utilize an electronic application process, and Jobs@UNI 

will be used for viewing applicant materials and reporting applicants under consideration. 

 

P&S positions:  

Non-Temporary - Use the regular process for conducting full searches. 

Temporary – Use a modified search process utilizing a regular Jobs@UNI requisition to post 

positions that do not require a full search.  While it does not require a full search, the modified 

process WILL utilize an electronic application process, and Jobs@UNI will be used for 

viewing applicant materials and reporting applicants under consideration. 

 

Merit positions:  

Non-Temporary - Use the regular process for conducting full searches. 

Temporary - Use the regular process of submitting a temporary hire pre-approval form to 

Human Resource Services (HRS).  HRS will post temporary positions to the HRS website, as 

well as provide instructions to applicants on how to self-identify.  As with other temporary 

positions, an electronic application process is not included; therefore applicants’ materials 

must be collected, reviewed and stored within the department.  Records must be retained for 

three years and then shredded. 

 

PAFs will be reviewed to ensure that vacancies have been posted prior to new hires being 

approved.  If the posting requirement has not been met, the position will need to be posted for a 

minimum of three calendar days before the PAF will be approved.   

 

Exceptions to the Job Listing Requirement: 

The job listing requirement will not apply to a number of common, non-employment 

relationships or to positions for which there is not an opening, including: 

 Volunteers 

 Independent contractors 

 Student employees, including research/teaching/graduate assistants and work-study 

students 

 Current UNI employees, including those currently in adjunct and fellow appointments 

(this exception does not apply to a particular opening once a department decides to 

consider outside applicants) 

 

 

http://www.uni.edu/equity/sites/default/files/requisition_preparer_guide_05.31.12_5.docx
http://www.uni.edu/equity/hiring-toolkit
http://www.uni.edu/hrs/ps/search/stage1
http://www.uni.edu/hrs/supervisors/temp-hire
http://www.uni.edu/hrs/supervisors/non-temp-hire
http://www.uni.edu/hrs/supervisors/temp-hire
http://www.uni.edu/hrs/sites/uni.edu.hrs/files/documents/temp_hire_pre_approval.pdf
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 Extensions of current temporary or term appointments that fall within the timeframes 

stipulated by the faculty Master Agreement or other related policies 

 Former UNI employees who left in good standing within the prior 24 months 

 UNI retirees returning to the same department and/or in a similar role to that which they 

held within the prior 24 months 

 UNI employees/former employees eligible for recall/transfer/promotion as part of a 

collective bargaining agreement or P&S policies and procedures 

 Appointments made as part of a reasonable accommodation under the ADA for an 

employee with a disability 

 

Pre- and Post-Offer Self-Identification Forms and Survey to Current Employees 

The regulations require UNI to provide job applicants the opportunity to identify as an individual 

with a disability and/or protected veteran at both the pre- and post-offer phases.  Self-

identification remains voluntary on the part of job applicants.  The new self-identification 

process has already been implemented for Merit applicants.  Jobs@UNI has been reconfigured to 

request applicant disability and/or protected veteran status for Faculty and P&S applicants.  New 

hire paperwork has also been reconfigured to request post-offer self-id information from all 

newly hired employees effective October 1, 2014. 

 

The regulations also require UNI to survey current employees and invite them to self-identify as 

individuals with disabilities and/or protected veterans.  By early spring 2015, all employees will 

be asked to confidentially disclose their disability and protected veteran status.  The information 

collected from current employees will serve as a baseline to assess the effectiveness of the 

outreach and recruitment efforts that UNI undertakes in order to employ individuals with 

disabilities and protected veterans.  Employees will be reminded of the opportunity to provide 

disability and protected veteran status information annually, and will be resurveyed every five 

years as required by the regulations.  More details regarding the employee survey will be 

communicated in the coming months. 

 

Required Advertising Sources For All Searches  

Effective October 1, 2014, the revised regulations require UNI to annually monitor and evaluate 

all outreach and recruitment efforts that target individuals with disabilities and protected 

veterans.  The results must be documented and analyzed to determine whether the outreach and 

recruitment efforts have been effective in identifying and recruiting qualified individuals with 

disabilities and protected veterans.  Based on the effectiveness of the recruitment efforts, it may  

be necessary to identify and implement alternative efforts for outreach and recruitment from year 

to year. For the 2014-15 AAP year, we will be working toward a 7% utilization goal for 

employing individuals with disabilities and a 7.2% benchmark for hiring protected veterans as 

stipulated by the OFCCP. 

 

UNI has identified two advertising sources that will be used for all searches as part of our 

outreach and recruitment efforts during the 2014-15 AAP year.  Beginning October 1, 2014, all 

vacancies will be advertised with Veterans Employment Center and Getting Hired in addition to 

the position-specific recruitment sources that are selected by the department.  Veterans 

Employment Center and Getting Hired will be electronically linked to Jobs@UNI and additional 

work is NOT required by individual departments to utilize them.  Departments will receive the 

benefit of advertising with these sources without incurring any cost or effort for doing so.  

Additional information regarding these advertising sources can be found here. 

 
  

 

https://www.ebenefits.va.gov/ebenefits/jobs
https://www.ebenefits.va.gov/ebenefits/jobs
http://www.gettinghired.com/
http://www.uni.edu/equity/advertising-locations-and-resources
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Future Training Obligations 

Employees involved in the search process will need to participate in training as required by the 

OFCCP.  Training offered by the Office of Compliance and Equity Management will be 

available online and/or may be included with other search-related training, and will cover equal 

employment opportunity and affirmative action, as well as understanding the requirements under 

Section 503 and VEVRAA.  The online training module is currently in development.  More 

details will be shared as we approach the launch. 

 

Questions 

We will continue to monitor developments and our progress with meeting the OFCCP 

regulations and may adjust our procedures if necessary.  Please feel free to provide input as to 

what works well and what does not so that we can make appropriate modifications and develop 

helpful resource pages.  We appreciate your patience and your constructive feedback during this 

time of change. 

 

If you have questions, please contact: 

Compliance and Equity Management: 3-2846 (For regulations or faculty search process) 

Human Resources Services: 3-2422 (For Merit or P&S search process) 

Office of the Provost and Executive Vice President: 3-2517 (For faculty search process) 

 

Resource pages continue to be updated often: 

http://www.uni.edu/jobs/support/ 

http://www.uni.edu/equity/hiring-toolkit 

http://www.uni.edu/hrs/ 

 

Thank you for your assistance in complying with these new regulations. 

http://www.uni.edu/jobs/support/
http://www.uni.edu/equity/hiring-toolkit
http://www.uni.edu/hrs/

