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Policy & Procedure Review 
 
 

 

Policy & Procedure Number:   

CWUR (Procedure)  CWUR 7-40-145 Dual Career Assistance (suggested) 

New  Revision  

Title: Dual Career Assistance Procedure 

Summary:  

Accommodation for dual career couples has been done informally for years. Best practice1 
suggests that colleges and universities “…should have clearly worded policy that covers all full-
time appointments rather than rely upon ad hoc arrangements available only on select bases.” 

This recommendation for policy and procedure seeks to provide clear guidance to the primary 
candidate, the appointing authorities, and target departments. Human Resources will be 
responsible for informing search committees and appointing authorities about the dual career 
assistance policy and for ensuring potential candidates are informed of the policy through 
marketing during search processes.   

 

 

 

 

 

 

[Responsibility: Human Resources, Operations Division; Authority: Cabinet/UPAC; Reviewed/Endorsed 
by: Cabinet/UPAC; Review/Effective Date: xx/xx/2016; Approved by: James L. Gaudino, President] 

 

 
 

                                                           
1 Recommendation on Partner Accommodation and Dual-Career Appointments, September 2010, AAUP Bulletin.  
Available on-line at http://www.aaup.org/NR/rdonlyres/E8B6FE51-3765-4528-AC4F-
874C8ECDB7D9/0/PartnerandDualCareerAppointments.pdf). 
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CWUR 7-40-145 Dual Career Assistance 

Human Resources will provide information about the opportunity for dual career assistance for a 
particular position to the search committee chair, search committee, and/or appointing authority as the 
search process begins. Potential candidates and/or applicants are informed about the policy through 
search and marketing materials. 

It is the responsibility of the candidate/employee to inform the department and/or appointing authority 
(before or after an offer is tendered) so that opportunities can be identified. Current employees should 
make their department chair or director aware of the need for dual career assistance as the need arises. 
The candidate or current employee must supply information regarding the spouse/partner’s educational 
background, experience, and employment history to the primary hiring authority. 

It is the responsibility of the appointing authority to review the request for dual career assistance to 
determine whether to proceed with the request. The decision to move forward with the request or not 
should be based on the department’s desire to recruit/retain the primary candidate. The appointing 
authority informs either a) HR (for moving forward) or b) primary candidate (when deciding not to move 
forward) as described below.   

If moving forward with the request, the appointing authority consults with HR to identify where 
opportunities may exist. If an opportunity does exist that matches the spouse/partner’s qualifications, 
the appointing authority contacts the target unit appointing authority regarding the need for dual career 
assistance. It is important to note that placements occur only when mutually beneficial to the individual 
and the target unit. 

The target appointing authority reviews and evaluates the request for dual career assistance and upon 
initial approval, works with the department chair/director and HR for further review. 

1.Existing and vacant position: In the case where there is a current opening and/or a vacant, whether a 
search is presently on-going or not, the search committee for the targeted position evaluates the 
potential candidate against the job description and requirements. The decision to proceed or not should 
be based on the qualifications and experience of the spouse/partner, the needs of the department, 
college/division, and university, and input from faculty/staff. 

If the search committee, along with faculty/staff, believe that the spouse/partner could fill the open 
position, it may put the regular search on hold.  If the search committee, along with faculty/staff, 
decides to proceed with the request, the search committee chair sends the candidate’s materials to the 
targeted department chair/director with a recommendation to proceed. 

If the search committee, with input from faculty/staff, believes that the potential candidate is not the 
most preferred candidate, then the search committee chair provides written notification to the targeted 
department chair/director and outlines reasons for non-selection based on the job description or 
recommends a full search for the position in which the spouse/partner can apply. 

2. New position: In the case where a new position is proposed to meet an identifiable institutional need, 
a job description with appropriate qualifications should be developed as a reference point for 
establishing institutional need within the target unit. Departments should work with HR to ensure 
compliance with university policy. New positions must be approved by the appropriate VP/President. 
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The target department/unit must initiate a timely evaluation process, including a review of a 
vita/resume and references against a written job description and conduct an interview with the 
spouse/partner. The target department should consider both the qualifications of the candidate and the 
suitability of the candidate to meet the needs or fulfill the plans of the target department. As soon as 
reasonably possible after the conclusion of evaluation, the target department will: 

a. When a spouse/partner is deemed satisfactory, provide written recommendation, including a 
recommendation as to the nature of the appointment given the qualifications of the spouse/partner and 
the needs of the target department to the target appointing authority. 

b. When a spouse/partner is deemed unsatisfactory, communicate a specific reason for non-selection 
related to the job description to the target appointing authority. Departments are not required to hire a 
candidate who requests dual career assistance but they must have a reason for non-selection related to 
the job description. 

Whether the spouse/partner is deemed satisfactory or unsatisfactory by the target department, the 
target appointing authority will inform the VP/President of both the target department and the primary 
department of the decision and provide in writing a rationale for the decision. It is the responsibility of 
the primary appointing authority to communicate with the primary candidate regarding status of 
employment for spouse/partner. 

 

 


