Search Procedures and Guidelines 
for Hiring Tenure-Track Faculty

OBTAINING PERMISSION TO HIRE 
Faculty submits the New Hire Approval Request and a rationale 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 below). Include a list of publications and other advertising sources you plan to use. 
If the Dean approves the search, he or she writes a memo addressed to the Provost.  This memo, the department (or equivalent unit) rationale and the New Hire Approval Form are forwarded to the Associate 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.

PRE-RECRUITMENT
Electing a Search (Peer Review) Committee

·  Formation of the search (peer review) committee: 
The search committee has primary responsibility for initial recruitment, application screening, and identification of a group of finalists for the faculty position. 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.  Non-tenured faculty may serve, but in the event the committee is unable to reach consensus, only tenured faculty may vote.
· 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 of active employment period (CBA, Article 29.19).
· All members of the search committee must maintain confidentiality of the search process.  Only the elected search committee, the dean, the AVPFA, and appropriate staff may have access to application files.
· Members of search committees 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. 

· It is the chair’s responsibility to make certain committee members read and follow these 
guidelines.  
RECRUITMENT

In addition to discipline related postings, position announcements will be published on the CSU Careers and HERC websites as well as the EDD. These postings will be posted by the Office of Faculty Affairs.
Positions must be advertised a minimum of 30 days prior to the first review of applications.
Position Announcement
· The search committee shall write 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
· Instructions on how applicants apply and what materials must be provided

The following must be included in all ads:
A review of applications will begin on _______​​​_; however, the position will be open until filled.

The university 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.  California State University San Marcos is an Affirmative Action/Equal Opportunity Employer strongly committed to equity and diversity and seeks a broad spectrum of applicants in terms of race, sexual orientation and identity, gender, age, and disability or veteran's status.  
The committee forwards the announcement to the appropriate dean. Once the dean has approved the announcement, it is forwarded to the AVPFA.  Once approved at that level, the announcement may be advertised.
Diversity/Equal Opportunity Issues
· Before the initial screening of the applicants, each search committee will elect one member to be the Diversity Advocate (formerly Equal Opportunity Assistant-EOA). 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 applicants are interviewed.  The search committee cannot meet unless the Diversity Advocate is present.
· Contact minority/protected group caucuses of professional organizations.

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

· Make personal calls across the country to colleagues who can identify potential applicants.
· Make certain all rubrics and interview questions include experience or interest in serving a diverse student body.
· The Diversity Advocate must 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.
· 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.
· 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., Special Assist to the President for Diversity and Equity.
SCREENING AND SELECTION

· 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. 

· Matters pertaining to the evaluation and selection of applicants are confidential.  A candidate’s letters of recommendation and transcripts are to be available only to the search committee, chair or equivalent, dean, and AVPFA.  The professional vitae, letter of interest, and statements of research and teaching philosophies of semi-finalists may be shared with other faculty during on-campus interviews.  
· Screening criteria must be based on the stated qualifications in the position announcement. 

· 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.  See Sample Applicant Screening Form.  The committee forwards the form to the AVPFA for approval before use.

· Analyze the criteria to eliminate any bias against age, ethnicity, race, gender, disability, Vietnam-veteran status, or other populations.
· Sort the list of all applicants into three categories:  “highly qualified”, “qualified”, and “not qualified”.    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.  
· The search committee has the option to conduct telephone interviews with the semi-finalists prior to determining the semi-finalists for campus visits.  If this option is taken, the pool and interview questions must be submitted to the Dean and AVPFA for approval.
· Keep all semi-finalists informed in a courteous and timely manner about the progress of the search.  
Campus Visit

· 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 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 for review and final approval.  

Degree verifications will be completed by the Faculty Affairs Coordinator from the information and authorization provided on the employment application.
· All communication with semi-finalists should be from the chair of the search committee. Administrative coordinators are allowed to contact semi-finalists on behalf of the chair for issues related to travel, application materials, etc.  Once the successful finalist has been selected and negotiations have begun, only the dean may communicate with the candidate.

· Develop questions which relate to the position and are based upon the position description.  See Guidelines for Asking Questions During the Search Process.  Submit interview questions and method of how semi-finalists will be ranked (such as a scoring rubric) for interviews to AVPFA 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 the AVPFA.
· Carefully design the interview process and campus visit to eliminate bias towards any specific candidate.
· Develop as closely as possible a replicated campus visit schedule for each departmental candidate which includes a:
1) meeting with the dean and department chair or equivalent, 
2) formal interview with search committee,
3) faculty presentation, and
4) campus tour.

· Schedule and reserve appropriate meeting rooms and parking spaces for 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 interviewee.

· Arrange for 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.
· 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 recuse him/herself from the final vote. 

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

·  Request finalist’s permission before contacting 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.

· Design “Reference Check” form from Sample Questions for Checking References to ensure consistency of questions and documentation of reference checks.
· If references are not available or cannot be reached, the search committee chairperson should contact the AVPFA before proceeding.
Making a Final Recommendation
· Collect and review documentation from interviews, reference checks, and written materials, relating the material to established criteria.

· Prepare an evaluation of all semi-finalists who visited campus, including specific information on each.  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 Finalist Comparison Report).  
· Submit the evaluation to the dean and department chair for review along with recommendation on awarding service credit, if applicable.
· 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. 
MAKING THE OFFER
· Once the successful candidate has been selected, only the dean should communicate with the candidate.
· The dean will complete the Approval to Offer/Hire - Routing Form (Green Form) 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.

· Once approval is received from the 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 significantly more resources to the candidate during the negotiation process than what was reflected in the Green Form, the dean should consult with the provost.  
· The dean’s office will draft the written offer letter and forward to the AVPFA. When finalized, this letter is to be sent to the candidate under the signature of the provost. For a sample offer letter call Patricia Runzel, Faculty Personnel Coordinator  x8816.  If the offer includes reimbursement for moving expenses the Moving Expense Regulation Acknowledgement Form will be mailed with the offer letter for signature by the candidate.
· 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.

DOCUMENTING THE SEARCH
· Keep all applications and materials submitted/requested in connection with a search, electronic or hard copy is acceptable. These may be kept in one file.
· Create a file for each candidate invited for a campus interview.  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 semi-finalists, and any reports and recommendations.

· 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. 
Applicant = All who apply; Semi-Finalist = those invited to campus; Finalist=recommended for hire
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