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INTRODUCTION
These guidelines are intended to assist search committee members and others involved with filling tenure track faculty positions.  Questions regarding these guidelines should be directed to the Office of Faculty Affairs at x8820.  Additionally, the Associate Vice President of the Office of Diversity, Educational Equity & Inclusion (“AVPDEEI”) is a resource for questions regarding diversity matters.
STEP I: 
OBTAIN PERMISSION TO HIRE 
1.1
 Work with Provost to Authorize the Start of the Search Process and Identify Budget

Dean sends a memo requesting potential search(es), identifying whether they are growth or replacement hire with a brief Rationale for each, including information about the field of expertise and the source of funding for the position.  The Provost and Vice President for Academic Affairs approves the potential search(es) in writing.
1.2
Draft and Submit the Rationale, Position Announcement, Search Approval Request and Faculty Search Plan
The Department Chair must submit the Search Approval Request with attached rationale and a Faculty Search Plan to the appropriate Dean for approval. The rationale should reference the department's (or equivalent unit’s) three -year hiring plan along with a draft position announcement.  (See section 3.1, below for information about drafting position announcements.).  The Faculty Search Plan must detail efforts that will be taken to ensure a diverse applicant pool. 
The rationale for the search must also include a list of publications and other advertising sources the department plans to use.  (See section 3.3, below, for information about publishing and advertising position announcements.
1.3
Obtain Approval to Search

If the Dean approves the search, he or she writes a memo addressed to the Provost.  This memo, the department (or equivalent unit) rationale, the Search Approval Request, and Faculty Search Plan are forwarded to the Interim Assistant Vice President for Faculty Affairs (AVPFA) for review.  Once the paperwork is in order, the AVPFA will forward the request to the Provost.
The Provost must authorize the search before remaining steps in the search may be taken.

STEP 2:
CONVENE THE SEARCH COMMITTEE
The search committee has primary responsibility for initial recruitment, application screening, and identification of a group of semi-finalists for the faculty position. 

2.1
Composition of the Search Committee

The Collective Bargaining Agreement between the CSU and the California Faculty Association establishes the following parameters for search committees in Article 12.22: 

Recommendations regarding probationary appointments shall originate at the department or equivalent unit. Probationary appointment procedures shall include the following: 

a. Each department or equivalent unit shall elect a peer review committee of tenured employees for the purpose of reviewing and recommending individuals for probationary appointments. At the discretion of the president and upon request of the department these peer review committees may also include probationary employees. 
b. Each departmental peer review committee recommendation report shall be approved by a simple majority of the membership of that committee. 

The committee must have as diverse representation as possible and must have a minimum of three tenured professors.  In compliance with CBA Article 12.22, if the department wants a probationary faculty to serve, they must make a request to the Provost, as the President’s designee.  The request to the Provost should be emailed to the AVPFA.   If approved, the probationary faculty can serve as voting members of the committee.
If a discipline is too small to constitute a committee, the Dean will work with the AVPFA to make other arrangements that are within the guidelines of the Collective Bargaining Agreement (CBA).

Faculty participating in FERP may serve on search committees if the work is within their active employment period (CBA, Article 29.19).

Failure to demonstrate a good faith effort to recruit a diverse committee may delay the search.
2.2
Convene the First Meeting of the Search Committee
The first meeting of the search committee should be convened as soon as possible after its members have been identified.  At the initial meeting the search committee should, among other things:

· elect a committee chair* 

· ensure the Diversity Advocate* is identified (see item 2.3)
· review the confidentiality requirement (see item 2.4)
· discuss the timeline for the search

· discuss the schedule for future meetings

· review record-keeping requirements (see item 2.4)
*At a minimum, the Diversity Advocate and the chair of the committee must attend training with the Associate Vice President of Diversity, Educational Equity & Inclusion before applicants are interviewed.  Such training must have occurred within the last 24 months before the start of the search.  
2.3
Selection of the Diversity Advocate

Before the initial screening of the applicants, each search committee will elect one member to be the Diversity Advocate. The committee chair cannot also serve as the Diversity Advocate. The Diversity Advocate may, however, be a member of the search committee –or a volunteer CSUSM faculty member.  The search committee cannot meet unless the Diversity Advocate is present.
2.4
General Responsibilities of Search Committee Members

Maintain Confidentiality.  All members of the search committee must maintain confidentiality of the search process.  Only the elected search committee, the Dean, the AVPFA, the AVPDEEI, and appropriate staff may have access to complete application files.  The Department Chair is provided with access to the final evaluation of all semi-finalists and may also be given access to other application materials, as needed.  After selection as a semi-finalist, a candidate’s professional vitae, letter of interest, and statements of research and teaching philosophies are no longer confidential and may be shared with other faculty during on-campus interviews.  
Avoid Conflicts of Interest.  Members of search committees must make every effort to avoid conflicts of interest and should be aware of potential sources of conflict of interest (for example, serving as a reference for a semi-finalist as well as a member of the committee).  In some cases, recusal may be the most appropriate action. 
Maintain Records.  During the search process, search committee members must keep: 
· all applications and materials submitted by candidates in connection with a search (electronic or hard copy is acceptable). These may be kept in one file. 

· a separate file for each candidate (semi-finalist) invited for a campus interview.  Include in the file the candidate tracking form, all correspondence, materials submitted, and documentation which pertains to the candidate.
· screening criteria

· official minutes of Search Committee meetings
· copies of all advertising including print-outs from web and listserv postings
· documentation which provides a Rationale Search Committee decisions and recommendations
· final narrative summaries of semi-finalists
· any final reports and recommendations
Ensure files are maintained in a secure (locked) location to ensure confidentiality throughout the search process.  Maintain a Review Log Sheet for each applicant file of the dates and persons who reviewed the file.
STEP 3:
DEVELOP AND POST THE POSITION ANNOUNCEMENT
3.1
Develop the Position Announcement
The search committee finalizes the position announcement which must include:
· A description of the position and the major responsibilities and the rank of the position
· A list of qualifications for the position, including “minimum” and “preferred” qualifications such as required degrees and experience.  An applicant’s demonstrated intercultural competence with diverse groups in teaching, research and/or service must be stated as a preferred qualification.
· Instructions on how applicants apply and what materials must be provided.  A link to the Faculty Application must be included.
Additionally, the following language must be included in all ads:
A review of applications will begin on ___________; however, the position will be open until filled.
California State University San Marcos is particularly interested in applicants who have experience working with students from diverse backgrounds and a demonstrated commitment to improving access to higher education for under-represented groups.  
CSUSM has been designated as a Hispanic Serving Institution (HSI) and an Asian American Native American Pacific Islander Serving Institution (AANAPISI) and was recently named one of the top 32 Colleges most friendly to junior faculty by the Collaborative on Academic Careers in Higher Education.  Visit http://www.csusm.edu/facultyopportunities for more information.

California State University San Marcos is an Affirmative Action/Equal Opportunity Employer.  We consider qualified applicants for employment without regard to race, religion, color, national origin, ancestry, age, sex, gender, gender identity, gender expression, sexual orientation, genetic information, medical condition, disability, marital status, or protected veteran status.
Successful hires must have degree information verified through official transcripts or degree-verification services.

3.2
Publish/Advertise Position Announcements 
Faculty Affairs will publish the announcement on the CSU Careers, EDD, HERC and FA websites.  The College should also post position announcements in locations likely to increase the diversity of the applicant pool, such as:

· the publications listed at http://www.csusm.edu/fa/facultysearch/index.html 
· Employment Opportunities bulletin (for distribution to all CSU campuses and to Southern California universities, community colleges and social agencies)
· All appropriate professional and association publications, including discipline specific diverse professional organizations, list serves, etc.
Additionally, to increase diversity in the applicant pool the committee members and Diversity Advocate should actively search for potential applicants by as many means possible.  Among the possibilities are the following:

· Contact minority/protected group caucuses of professional organizations.

· Encourage faculty, including those who are members of minorities/protected populations, to help identify potential applicants or additional ways to reach potential applicants.

· Send the position information to colleagues affiliated with other institutions and organizations.
· Pursue professional contacts that might bring the opening to the attention of potential applicants.

· Utilize conferences, peer networks, professional group meetings and other recruitment opportunities to widely advertise the opening and increase the size and diversity of the applicant pool.

· Make special efforts to include, as appropriate, equal employment opportunity recruitment sources, minority and women’s colleges and universities, professional caucuses and associations and protected class registries, data banks and directories.  The AVPDEEI can provide departments with information about these resources.

For additional resources and websites to assure diverse applicant pools refer to Guidelines of Best Practices for Diversifying Applicant Pools, compiled by Garry Rolison, Ph.D., who previously served as the Special Assist to the President for Diversity and Equity.

Positions must be advertised a minimum of 30 days prior to the first review of applications.
3.3
Submit an Outreach and Applicant Summary Report
Submit an Outreach and Applicant Summary report to the AVPFA to provide evidence that significant effort has been made to achieve a diverse pool of applicants.  This report must be approved before requests for phone interviews are submitted to the AVPFA.  Failure to do so will result in delaying the search.
3.4
Email Faculty Applicant Survey Form to Applicants
Email all applicants the CSUSM link to the Faculty Applicant Survey Form.   Failure to send this link in a timely manner may delay approval of your candidate pool. 
STEP 4:
SCREENING AND SELECTION

4.1
Overview
Applications will be housed in a resource mailbox set up by Faculty Affairs and IITS.  Each committee member will have access to the resource mailbox.

The department must identify one person to be responsible for monitoring applications as they come in, maintaining a log of applications and communications with applicants, noting file completion, and sending acknowledgements, etc.

4.2
Develop an Evaluation Rubric

Before reviewing applications, the committee must develop a rubric to determine, prioritize, and document search criteria to be used for screening application materials including a record keeping mechanism to indicate why an applicant was moved forward or rejected.  Criteria used in the rubric must be based on the stated qualifications in the position announcement.  Also, appropriate diversity related competencies must be included in the rubric.  See Sample Applicant Screening Form.  
Make certain all rubrics, interview and reference questions include inquiries into the candidate’s demonstrated intercultural competence in teaching, research, and service and/or their interest in serving a diverse student body.  Also, analyze the criteria to eliminate any bias against age, ethnicity, race, gender, sexual orientation and identity, disability, veteran status, and other legally protected classifications.

The committee forwards the completed Applicant Screening Form to the AVPFA for approval before use.

4.3
Screen Applications
Consider all of the applications and sort the list of all applicants into three categories: “highly qualified”, “qualified”, and “not qualified”.  The decision that an applicant is not qualified must be specifically related to the qualifications advertized for the position.  Attach a memo to the Dean and AVPFA describing how applicants were sorted into these categories.  If the pool of applicants selected for interviews is not diverse, the AVPFA may discuss the pool with the Dean, and/or the search committee.  
4.4
Notify Faculty Affairs of any Request for Accommodation
If an applicant has a disability and requests reasonable accommodation, please consult with the AVPFA.

4.5
Telephone or Skype Interviews

The search committee has the option to conduct telephone or Skype interviews prior to determining the semi-finalists for campus visits. The same method (telephone or Skype) must be used for each candidate.  If this option is taken, the pool of candidates to be interviewed and interview questions must be submitted to the Dean and AVPFA for approval.  No questions regarding citizenship or visa status of an applicant should be made prior to CSUSM making an official offer of employment.  
4.6
Identify Semi-finalists and Submit Summary to Dean
Typically, three semi-finalists are interviewed on campus per position; however, depending on the pool of applicants and with the Dean’s approval, more or less than three may be interviewed.  
When the Search Committee has selected the semi-finalists, they submit to the Dean a summary of the strengths and weaknesses for each candidate along with each candidate’s C.V. and completed employment application. 
Once the Dean has approved the search committee’s recommendations the Dean submits the materials listed above to the AVPFA who will work with the Provost for review and final approval.  

4.7
Conduct Degree Verifications

Degree verifications must be completed for all semi-finalists.  Degree verifications can only be completed by authorized college or Faculty Affairs staff members using the information and authorization provided on the candidate’s employment application.  Verifications must be forwarded to the Office of Faculty Affairs if completed by the college.
4.8
Communication with Semi-Finalists
All communication with semi-finalists should be from the chair of the search committee.  The chair keeps all semi-finalists informed in a timely manner about the progress of the search.  Administrative coordinators are allowed to contact semi-finalists on behalf of the chair for issues related to travel, application materials, etc.  Once the successful candidate has been selected and negotiations have begun, only the Dean may communicate with the candidate.
STEP 5:
CAMPUS VISITS FOR SEMI-FINALISTS
5.1
Develop the Content and Format of the Interview
Develop questions which relate to the position and are based upon the position description.  No questions regarding citizenship or visa status of an applicant should be made prior to CSUSM making an official offer of employment.  Submit interview questions and method of how semi-finalists will be ranked (such as a scoring rubric) for interviews to AVPFA for approval. 

5.2
Structure the Visits

Should a semi-finalist for a position be currently employed by the University, that candidate should refrain from attending any events involving other semi-finalists.

Carefully design the interview process and campus visit to eliminate bias towards any specific candidate. 
To ensure that all candidates receive comparable treatment, develop as closely as possible a replicated campus visit schedule for each departmental candidate, to include a:
1)         meeting with the Dean and department chair or equivalent, 
2)         formal interview with search committee,
3)         faculty presentation, and

4) campus tour.

Additionally, Campus visits normally include other members of the department in addition to the search committee, as well as meetings with appropriate administrators.  Broad participation is desirable; however, in soliciting input from colleagues following the interviews, be aware that not everyone will be able to attend all candidate visits.  Keep that in mind when taking feedback from colleagues into account.

All members of the search committee should be present at formal interview events (interview with committee, formal presentations).  If a committee member misses a candidate’s visit, it may be necessary for the committee member to recues him/herself from the final vote. 

5.3
Make Appointments and Arrangements and Confirm Visits
Appointments and arrangements should be made in advance of a candidates visit.  For example, schedule and reserve appropriate meeting rooms and parking spaces for interviews.  Arrange for transportation to and from airport and hotel.  Select a search committee member to escort the candidate to and from interviews.

Confirm interviews and campus visits with letters, including an information packet about the position, program/center, college, and CSUSM.  Explain the composition of the interviewing committee to the candidate.

STEP 6:
MAKE A FINAL RECOMMENDATION
6.1
Review and Discuss all Documentation and Information

Collect and review documentation from interviews, reference checks, and written materials, relating the material to established criteria.  Candidates’ responses to questions should be discussed, however information volunteered that is not job-related, such as an applicant’s race or marital status, should not be reported and should not be taken into account when evaluating the applicant.
6.2
Prepare an Evaluation

Prepare an evaluation of all semi-finalists who visited campus, including specific information on each individual.  This should include a narrative comparing each of the semi-finalists’ strengths and weaknesses on the basis of teaching, research, the university mission, and discipline’s stated criteria (see Sample Semi-Finalist Comparison Report).  
6.3
Submit the Evaluation

Submit the evaluation to the Dean and department chair for review along with recommendation on awarding service credit, if applicable.
6.4
Select the Finalist
The Dean will consult with search committee and department chair before the finalist is selected.  The search committee and the Dean have the right to request a meeting to discuss the finalist. 
STEP 7:
CHECK REFERENCES
7.1 
Design a Reference Check Form

Design a “Reference Check” form from Sample Questions for Checking References to ensure consistency of questions and documentation of reference checks.  At least one reference question must be in regards to the candidate’s intercultural competency and/or demonstrated ability to be effective with diverse groups.  

7.2
Check References
Reference checks are optional, except for the finalist.  Checks may be done before or after the finalist’s visit to campus.  At least two references must be contacted for the candidate selected for the position prior to making an offer.  

Request the candidate’s permission before contacting references. Use the Applicant Reference Check Authorization & Release Form.

If the Dean and/or Search Committee decide to contact references other than those provided by the applicant, permission to contact other references must first be obtained from the applicant.

If references are not available or cannot be reached, the search committee chairperson should contact the AVPFA before proceeding.
STEP 8:
MAKE THE OFFER
Once the successful candidate has been selected, only the Dean should communicate with the candidate.
8.1
Complete and Submit Approval to Offer/Hire Routing Form, Recommendation Letter and Vita
The Dean will complete the Approval to Offer/Hire - Routing Form (Green Form) and obtain approval from the Provost and AVPFA before contacting the candidate.  The form must include any anticipated special offers for equipment, assigned time, moving expenses, start-up costs, etc.  All costs over the approved salary will come from within the college budget.

The Dean submits the Green Form, Dean’s recommendation letter, and candidate’s vita to the AVPFA.

8.2
After Receiving Approval, Negotiate with Candidate
Once approval is received from the Provost and AVPFA to make the offer, the Dean negotiates the terms and conditions of employment (within University Guidelines) with the candidate.  Should the Dean wish to offer more resources to the candidate during the negotiation process than what was reflected in the Green Form, the Dean should consult with the Provost.  
8.3
Submit Written Offer Letter to AVPFA for Provost’s Signature

The Dean’s office will draft the written offer letter and forward to the AVPFA with a Fed Ex shipping form. When finalized, this letter is to be sent to the candidate under the signature of the Provost. For a sample offer letter call the Office of Faculty Affairs.  If moving expenses are included in the offer of employment, the Moving Expense Regulation Acknowledgement Form will be included in the offer letter for signature by the candidate.
8.4
Forward Paperwork to HREO with a Copy to Faculty Affairs

Upon receipt of a signed contract by the Dean’s office, the paperwork will be forwarded to Human Resources and Equal Opportunity with a copy to Faculty Affairs.
STEP 9: COMPLETE THE SEARCH AND CLOSE THE FILES
9.1
Notify Candidates Who Were Not Selected for Hire

All candidates not recommended for hire should be notified they are no longer being considered.  If a candidate has been selected and has accepted the position, the other candidates should be notified the position is filled.

9.2
Close the Files

Upon completing the search, search files should be maintained in the college/library for three years after the search is completed including:  all applications and materials submitted/requested in connection with a search, all advertising, screening criteria, final narrative summaries of semi-finalists, and any final reports and recommendations.  Drafts and notes need not be retained.
9.3
Complete the Faculty Recruitment Survey
Upon completion of the search, the chair of the Search Committee is responsible for completing the “Faculty Recruitment Survey” and forwarding the document to the Office of Faculty Affairs. 
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