Administrative Procedures and Guidelines

Hiring Checklist for Tenure-Track Positions
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THIS IS HIRING INFORMATION TO ASSIST TENURE-TRACK 

FACULTY SEARCH COMMITTEES
Submitting your Request for a New Hire or Replacement Faculty Member                           .                              

· Submit your written request to the appropriate Dean for approval with the position rationale from your department's 3-year hiring plan along with advertising copy. Include a list of publications and other advertising sources you plan to use. **NEW **Attach Faculty new Hire Approval Request Form.
· With the Dean's approval, the request is then forwarded to the Associate Vice President for Academic Resources (AVPAR) for review and approval.  
· The Provost must then authorize the search before remaining steps in the search may be taken.
· Select the Search Committee.  The Committee must have diverse representation; the majority of the committee members must be composed of tenured faculty. The Committee is elected by the discipline (college, department, library or program).  If a discipline is too small to constitute a committee, the Dean will work with the AVPAR to make other arrangements that are within the guidelines of the Collective Bargaining Agreement (CBA).

· The Search Committee shall review and recommend individuals for probationary appointments.  A simple majority vote is required for the written recommendation to move forward to the appropriate administrator.  Other individuals may serve on the search committee as ex-officio members.

Position Description











· Identify essential and marginal functions of the position by examining duties actually performed. 

· Develop the position description with input from appropriate individuals.

· Identify minimum and preferred qualifications, corresponding with essential functions of the position.

· Analyze the position description to eliminate any bias against age, ethnicity, race, gender, disability, Vietnam-veteran status, or other populations.

· Consider the position description as a tool that can widen the pool of candidates by eliminating unnecessary qualifications.  If a qualification is preferred rather than required, indicate this in the position description.
Advertising the Position











· Identify the person to whom applications/nominations will be submitted.

· All ads must include the following official Equal Opportunity statement:  “CSU San Marcos is an Equal Opportunity/Title IX Employer.  The University has a strong commitment to the principles of diversity and, in that spirit, seeks a broad spectrum of candidates including women, members of minority groups, and people with disabilities.” 
· Identify publications and listservs, etc. that target populations designated for affirmative action/diversity (women, ethnic minorities, persons with disabilities, Vietnam-era veterans, etc.) inside and outside of the discipline that would help to assure a diverse pool of candidates.  
· Identify individuals, institutions, and agencies to receive position announcement.

· Submit posting to publications and other advertising sources.  All announcements should be published on the CSU Careers website and the EDD. These sites can only be accessed by Planning and Academic Resources. Please forward your ad copy to AR@csusm.edu.  
Equal Opportunity Issues










· After the advertisement for the position has been placed and before the initial screening of the candidates, each search committee will be assigned an Equal Opportunity Assistant (EOA) by the AVPAR before reviewing applications. The EOA may be a member of the search committee and serves as a resource to the committee and as an advocate for equal opportunity.  The search committee cannot meet unless the EOA is present.

· The discipline is responsible for achieving a diverse pool of candidates.  Failure to do so may result in reopening the search.

· Send all candidates the CSUSM Faculty Applicant Survey form (with top right corner department section completed) via email or hard copy with a reply envelope (available through Academic Resources).  All forms should be returned to the Office of Academic Resources. Reminder:  Failure to send out these forms in a timely manner can delay approval of your candidate pool.
Selection Criteria












· Determine, prioritize, and document search criteria based on position duties.

· Make criteria as objective as possible and consistent with the essential functions of the position (from position description).

· Screen for potential criteria that would exclude individuals on the basis of age, ethnicity, race, gender, disability, Vietnam veteran status, or other populations.

Pool of Candidates











· Identify strategies to ensure the greatest possible pool of candidates.

· Contact minority/protected group caucuses of professional organizations.

· Talk with departmental faculty or staff who are members of minorities/protected populations for help in identifying candidates or additional ways to reach different populations.

· Make personal calls across the country to colleagues who can identify potential candidates.

· Personally encourage potential candidates to apply including adjuncts when possible or appropriate.
· Maintain confidentiality of the search process.

Communicating with Candidates









Keep in mind that the way you treat all candidates says a great deal about the CSUSM community.

· Ensure that all persons communicating information about the search have accurate and current information regarding the search process and position.

· Keep all candidates informed in a courteous and timely manner about the progress of the search.  If there is any doubt about the appropriateness of eliminating and contacting selected candidates, consult with the AVP for Academic Resources.  It is important that efforts be made to ensure that the remaining pool is diverse.

· Send all persons nominated an invitation to apply.
· Develop form letters for each stage of the search process.

· Send an initial thank you letter to all candidates.
Selection of Interviewees










· Develop mechanism for screening application materials including a record keeping mechanism to indicate why an applicant was rejected or screened out.  See Sample Application Rating Form.
· Typically, three candidates are interviewed per position; however, depending on the pool of applicants more or less than three may be interviewed.  Search committees need to provide a written justification for each candidate they wish to interview on campus.

· Review materials submitted by each candidate based upon the established search criteria.

· Obtain approval of the interview pool from AVPAR prior to interviews -- for telephone and on-campus interviews.
· NEW 5/09   Obtain a signed Degree Verification Consent Form for each candidate that will be invited for a campus interview.  This form must be obtained before a formal invitation is sent to the candidate.
· If the pool of candidates selected for interviews is not diverse, the AVPAR may discuss the pool with the Dean and/or the search committee.  
Campus Visit and Interviewing






 



· The search committee MAY conduct telephone interviews with the semi-finalists prior to determining the candidates for campus visits.  Prior to conducting telephone interviews, the pool must be submitted to the AVPAR for approval.
· Should a finalist for a position be currently employed by the University, that candidate should refrain from attending any events involving other finalists.
· If an applicant has a disability and requests reasonable accommodation, consult with Academic Resources.
· Carefully design the interview process and campus visit to eliminate bias towards any specific candidate.
· Develop an interview format and schedule for each candidate which includes:
1)  At least one meeting with the Dean,
2) One meeting with AVP Academic Resources
3)  faculty presentation, and

4)  campus tour.

· Develop questions which relate to the position and are based upon the position description.  See Sample Interview Questions on Academic Resources Website.
· Provide relevant information about the position:  position description, essential functions of the job, and necessary areas of inquiry.

· Schedule and reserve appropriate meeting rooms and parking spaces for interviews. Communicate times and places to interviewers.

· 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 interviewee.

· Provide transportation to and from airport and hotel.  Select a search committee member to escort the candidate to and from interviews.

· All faculty involved in interviewing MUST review the “Guidelines for Asking Questions During the Search Process.”
· Ensure that all candidates are given equal opportunities to meet and interact with campus colleagues.  Plan schedules which are similar in format to ensure an equitable basis for evaluation.

· Identify the opportunities and organizations that could provide community and University resources for candidates.

· Identify means for candidates to meet with individuals or groups that they have expressed an interest in meeting.

Checking References











· Determine the stage of the search process at which reference checks will occur.
· Design “Reference Check” form to ensure consistency of questions and documentation of reference checks (submit to EOA).
· Reference checks MUST be conducted on the finalists for the position.  This may be done before or after the finalists visit campus.  At least two references must be contacted for each finalist.  Prior to conducting the reference checks, the Search Committee in consultation with the Dean and/or Department Chair needs to decide who will conduct the reference checks.  A consistent set of questions must be asked of all references  (See AR website for Sample Interview Questions).  http://www.csusm.edu/par/
· Obtain permission from candidates prior to contacting references for both primary and secondary references.  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 AVPAR before proceeding with final selection of candidates.

· Negotiate with candidates regarding appropriate time or stage in the process for reference check.

· Request letters of recommendation, if necessary.

· Identify individuals who will personally conduct reference checks.

· Review handout “Sample Questions for References" with individuals who are checking references.

Making A Final Recommendation









· Collect and review documentation from interviews, reference checks, and written materials, relating the material to established criteria.

· Evaluate candidates for the full range of strengths and contributions they can give to the University in support of its teaching, research, and service mission.

· Recommend finalist(s) including specific information on each candidate.  This should include a narrative comparing all of the finalists on the basis of the discipline’s stated criteria.  
· Submit to the Dean or Department Chair for review along with recommendation on awarding service credit, if applicable.
Making the Offer 









· The Dean will complete the Offer Routing Sheet (Form is on the AR website) and submit for approval to the AVPAR along with the Dean’s recommendation.
· Once approval is received from the AVPAR to make the offer, the Dean negotiates the terms and conditions of employment (within University Guidelines).  The offer letter will contain salary and terms of appointment.  Should the Dean wish to offer more than the entry-level salary, the Dean must consult with the AVPAR and the Provost.  
· Deans who negotiate additional items will need to send the successful finalist a separate letter detailing the negotiated package.  All additional items will be funded from college funds. 
· The Dean’s office will DRAFT the written offer letter and forward to the AVPAR with a cover letter confirming the terms of the offer including any special conditions about service credit, equipment beyond standard furniture/computer, moving costs, etc. When finalized, this letter is to be sent to the candidate under the signature of the Provost.
· 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 Academic Resources.
· Notify unsuccessful candidates after the successful candidate has accepted the position.

Documenting the Search











· Create a file for each candidate.  Include candidate tracking form, all correspondence, materials submitted, and documentation which pertains to the candidate. 

· Provide a secure (locked) location for files 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.  
· Keep official minutes of Search Committee meetings.

· Keep copies of all advertising including print-outs from web and listserv postings.
· Ensure that the documentation provides a rationale for Search Committee decisions and recommendations.
· Documentation that must be retained in the college/library for three years after the search is completed includes:  all applications and materials submitted/requested in connection with a search, any search-related notes made by search committee members and the Dean, all advertising, screening criteria, narrative summaries of candidates, and any reports and recommendations.
· Maintain records of the search process for three years after the search is completed.
· The AVPAR is responsible for the University's response to the CSU and other external agencies.

· 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 Academic Resources. 

Other Important Information










Confidentiality and Objectivity of the Search Process

Matters pertaining to the evaluation and selection of candidates are confidential.  A candidate’s letters of recommendation, transcripts, and evidence of teaching effectiveness are to be available only to those in the search process.  A candidate’s professional vitae and letter of application are not considered confidential and may be used by the Search Committee for consultative purposes.  

Similarly, it is important to treat all applicants on an equal basis, including those who may already be known to Search Committee members.
Authorization to Work 

It is the responsibility of the candidate (if offered a position) to obtain all necessary documentation required to work in the U. S.  Appropriate wording for indicating their responsibility is as follows:
All appointees must be able to lawfully accept employment in the U.S. when the appointment begins and provide documentation of such.
Any questions should be addressed to Global Affairs.
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