SCREENING AND SELECTION PROCESS

Department of [Department Name]

Position [                                  ]

Recruitment No. [           ]    Search Year  [                      ]

Subsequent to authorization to screen candidates, the members of the search committee independently review each candidate's file, determining if sufficient materials for review have been submitted and whether they meet minimum qualifications. [NOTE:  Screening for minimum qualifications may be carried out by a subcommittee of the search committee or by the whole committee. The process is determined by the search committee, but it must be outlined in the Screening and Selection Process.]
1. SCREENING & SELECTION PROCESS

Tenured/Probationary faculty, not on the Search Committee, may review the following application documents:   
a. Letter of application.

b. A current curriculum vita for departmental examination.

c. Syllabi & Exams

d. Scholarly & Creative work

Documents not available for review:

e. Transcripts.

f. Letters of recommendation.

g. SC-1 Form.

2. SCREENING FOR MINIMUM QUALIFICATIONS

[NOTE: Minimum Qualifications used in screening must match exactly those listed on the Position Description.]
a. Candidates must possess either an earned Ph.D. or Ed.D. or appropriate terminal degree in [as listed in position description] or a related discipline, or demonstrate completion of the degree on or before commencement of the hire.

b. Candidates must show evidence of the ability to teach effectively in a wide range of courses at the college or university level.

c. Candidates must show evidence of the ability to develop a program of research and publication and/or creative activity.

d. Candidates must show evidence of experience and/or training which provided them with the opportunity and/or preparation necessary to work successfully in a culturally diverse campus community.

Files of those apparently meeting the minimal qualifications are reviewed for completeness. Those with incomplete files are requested to send any missing materials needed for subsequent review (e.g., evidence of teaching effectiveness, student evaluations, peer evaluations, or performance reviews). They may also be requested to forward evidence of research and publications such as abstracts of grants and technical reports, copies of journal articles, professional presentations or other publications.

3. SCREENING FOR DESIRED/PREFERRED QUALIFICATIONS

Selection of finalists will begin with each member of the search committee independently recording her or his assessment of each candidate on the Candidate Rating Sheet. A group discussion and consensus will identify the finalist pool, usually three to five individuals. If consensus cannot be reached, decisions will be made by a majority vote of the committee. The assessment of finalists is based on evaluation of the following criteria, arranged in rank order from most to least important.

a. Relevance of Teaching Experience. Candidates are rated on a scale of 0-5 based on the relevance of their teaching experience to the area(s) of specialization sought.

b. Evidence of Teaching Effectiveness. Candidates are rated on a scale of 0-5 on their teaching effectiveness, based on evaluation of submitted materials, such as letters of reference, syllabi and course materials, computerized teaching evaluation forms completed by students and independently tabulated by a central university office, peer teaching evaluations, or other performance reviews

c. Scholarly and Creative Activity. A candidate with a newly awarded doctorate is expected to have a defendable plan of research related to the area of specialty. In addition to this requirement, candidates who have finished the doctorate should have a record of scholarly and creative endeavor consistent with the RTP requirements for appointment at the rank at which the appointment is to be made. Candidates are rated on a scale of 0-5, based on the quality of their publications and/or research plans, as assessed by members of the Search Committee. 
d. Consideration will be given also to the quality of the journal in which a publication appears.

e. Ability to work in an ethnically and culturally diverse campus community. Candidates will be rated on a scale of 0-5, based on evidence of successful experience working in culturally diverse communities (such as in letters of reference, participation in relevant initiatives and activities, etc.).

f. Additional considerations. [As described in the position description.]
The Search Committee will document the key considerations used to reach decisions on the candidates.

4. ON-CAMPUS INTERVIEWS

After approval of the interview pool (finalists) by the Dean, each finalist is invited to campus to participate in the following activities:

a. Meet with the Search Committee during which time a formal interview will be conducted. The interview will consist of an identical set of directly job-related questions asked in the same order to each candidate. Follow-up questions may vary from candidate to candidate based on the need for clarification or further elaboration.

b. Make a presentation on the subject of their current research before the faculty and students of the Department.

c. Conduct a lecture presentation to an undergraduate course to which faculty, graduate students, and majors are invited. A period of time is provided for questions from students and faculty in attendance.

d. Meet with the faculty either individually or as a group.

e. Meet with the Dean or designee

f. Tour the campus.

g. Lunch or dinner with as many members of the Search Committee, as feasible.

h. Tour the local area (if candidate desires).

i. Complete appropriate travel paper work in order to reimburse candidates for allowed expenses as expeditiously as possible.

5. DECISION ON RECOMMENDATION

Before meeting to decide on a final recommendation(s) to the Dean, the Search Committee will solicit input from faculty members not on the Search Committee and others who met with the finalists during the on-campus interviews.

The Search Committee meets, discusses, and attempts to reach a consensus on which, if any candidate(s), is (are) to be recommended for appointment. Documentation of discussion and reasons for decisions is maintained by the Search Committee. If consensus cannot be reached, a majority vote will be used to make the decision(s)

[Note: The process for making this decision is the option of the Search Committee]. 

The Chair of the Search Committee then meets with the Department Chair and provides a written recommendation to the Chair/Dean. The appointment file is submitted to the Dean including items on the Tenure-Track Checklist.


Dean                                                          
Date         
Use this form as a guide for the Dept Search Committee.








