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Diversity Advocate Responsibilities

The Diversity Advocate (DA) (formerly Equal Opportunity Assistant) is to assure that the search is conducted appropriately and without bias. The items listed below are things the DA must oversee and/or complete. The search committee will elect one member to be the Diversity Advocate.  The person may be a member of the search committee – or a volunteer CSUSM faculty member. At a minimum, the Diversity Advocate and the chair of the committee must attend training before candidates are interviewed.  The search committee cannot meet unless the Diversity Advocate is present.
Reviewing Files

REVIEWING FILES

•
Use established criteria for reviewing the files

•
No personal knowledge information can be introduced in this phase.

• 
Discussion is to be based on the file – no other information can be introduced.

• 
All semifinalists and/or finalists must be the best in the pool who meet the established criteria.

• 
Beware of bias toward candidates – age, gender, minority, disabilities, etc.

• 
Assure all candidates receive fair and equal consideration.

• 
Watch for intimidation, harassment, coercion, and threats.

• 
Confidentiality should be stressed throughout the process.

TELEPHONE INTERVIEW

• 
Review and approve the sample list of questions to be asked of all candidates.

• 
Check for bias and/or discrimination.

• 
Ask all candidates the questions; follow up questions may be asked provided you are


seeking clarification of something the candidate said or requesting examples.

• 
Make arrangements to interview all candidates. Some disciplines interview candidates at


conferences, if so, attendance at the conference cannot be required and arrangements


must be made to interview the candidate.

• 
Provide written justification for those who advance.

NARROWING THE POOL FOR CAMPUS INTERVIEWS

• 
Selection must be based on file and phone interview, if applicable.

• 
Finalists should be those who best fit the criteria.

• 
Assure that there was no bias, threats, harassment, or intimidation used either in or


outside the meetings.
• 
Review with the committee and department faculty the list of questions/topics that can


and cannot be asked during the interview.

• 
The DA is not required to be present at all times. The DA is required to be present at


any meetings with the Search Committee, as a whole.

• 
Provide written justification for each finalist.

REFERENCES

• 
Talk with at least two references on their list.

• 
Secondary references may be contacted. If secondary references are called, it is


professional courtesy to inform the candidate.

• 
Do not ask references inappropriate questions.

• 
Establish a list of questions to ask all references. These must be approved by the DA


for nondiscrimination and/or bias.

•
 Maintain confidentiality at all times.

FINAL DELIBERATIONS

• 
Consider all materials, written, interviews, and references.

• 
Review established criteria for the position; assure that the recommended person(s) meets


the established criteria.

GENERAL
• 
Stress confidentiality throughout the process.

• 
Attendance is required at all meetings up to the campus visit and possibly during the


campus visit.

• 
Stop any inappropriate questions. Inform the candidate that s/he does not have to answer


any inappropriate questions. Should an inappropriate or illegal question be asked, at a


discreet point in time, inform the candidate that it will have no bearing on the


deliberations of the candidate. Report this to the AVPAR.

• 
Review all materials for bias and discrimination.

• 
Assure all candidates receive fair and equal consideration.

• 
Assure that all deliberations are free of threats, intimidation, coercion, and bias.

• 
Contact the AVPAR should you have any questions or if problems arise.

• 
Sign off on the search at the end of the process attesting that the search was fair and all


received equal consideration. Routing Form for Approval to Offer
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