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Memorandum 
 
June 11, 2009 
 
TO:  Department Chairs, Faculty, and Administrators 
 
FROM:  Shirley M. Mosley, EEO & Diversity Specialist 

Office of Inclusion, Diversity and Equal Opportunity 
 
RE:  Affirmative Action Procedures for Academic Research Positions 
 
The positions of Research Associate, Senior Research Associate, Researcher, and Principal 
Researcher are Case Western Reserve University staff positions and require affirmative action.   The 
attached affirmative action forms must be completed for all research positions and forwarded to 
Information Management (C/o Human Resources), Crawford Hall 220. 
 
Appointments are made for a period of up to one year.  Research Associates may be reappointed for up to 
a maximum two years, after which the appointee is terminated or placed in a different classification, e.g., 
Senior Research Associate. 
 
Senior Research Associates, Researchers, and Principal Researchers do not have a maximum length of 
appointment. 
 
A copy of the affirmative action forms, the appointment letter and the curriculum vita of the candidate 
must be submitted to Information Management prior  to the effective date of the appointment in order to 
process research appointments for payroll.  Human Resources will schedule the candidate for orientation, 
at which time the new employee will complete all payroll and benefits enrollment forms. 
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