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Procedure

Specific procedures will be followed when hiring replacement or new employees within the department to ensure that all

Standard Operating Procedure

appropriate equal opportunity action guidelines are followed.

To ensure that all equal opportunity policies and procedures are followed in accordance with the institutional policy at the

Purpose

University of Toledo.

1. Whenever a vacancy is created within the department, either through the replacement of an existing employee to fill
an existing position vacancy or the hiring of a new employee to fill a new position, specific actions will be taken to
review the current ratio of minorities and women within the department for verification of current minority status.

2. Regardless of the current ratio of minorities to non-minorities within the department, efforts will be taken to insure

Procedures

that qualified minorities apply for the available position by insuring that the following steps are taken:

A.

All internal candidates will be reviewed for possible selection to fill the available position. Attention will
be given to employees who work at The University of Toledo who have developed appropriate skills and
experience in like trade functions to insure that they are given equal opportunity to secure the available

position.

A test will be given "if appropriate” to ensure that adequate skills have been attained for the available
position. If a test is not given, a verbal interview will be conducted with the applicant to insure that they

meet the minimum requirements for the available position.

If an internal candidate appears to fulfill the necessary requirements for the position, he/she will be given

priority status for filling the available position.
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D. If it appears that no minority applicants apply internally, then advertisements will be made within the

appropriate trade journals, newspapers, etc. encouraging minorities to apply for the available position. This
process will not circumvent the process established with the Human Resources Department for the selection
of internal candidates. However, it will be the practice of the Facilities Maintenance Department to insure
that all efforts are taken to comply with affirmative action policies by advertising for minorities and women
as appropriate.

Various trade schools and other appropriate educational institutions in the area will be contacted for a list of
potential candidates who may be interested in filling the available position. On site training options for

preferred candidates will not be excluded as an option for hiring for a specific position.

Once a selection has been made for a candidate, the candidate will be interviewed for potential sources of
minorities for future hires within the department as the need arises.
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Cindy Klostermeier
Manager, Environmental Services

Pam Taite-Trail
Manager, Environmental Services

Jill Globensky
Manager, Environmental Services

Doug Peatee
Manager, Electrical Systems

Harvey Vershum
Director, Energy Management

Dan Adamski
Manager, Mechanical/General Maintenance

Doug Collins
Director, FM/Grounds SP Liaison

John Potts
Structural Maintenance Manager

Tom Keiser
Mechanical Supervisor

Alan Vaughn
Manager, Maintenance Facilities

Floyd Shoup
Director, Facilities Maintenance
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