COLLEGE OF [NAME] TENURE-TRACK SEARCH PROTOCOL
(Revised 8-31-10)

**Sections in blue indicate additions and revisions from the prior year.** 

Step 1: Position Approval

In April, the Provost asks Deans to submit requests for authorizations for tenure-track searches. Each college submits requests with approved and signed position descriptions [PDs]. 

Consistent with department procedures, the department develops a position description specific to the requirements of the position. For example, the position description includes the following: effective date, minimum qualifications, desired/preferred qualifications, duties/responsibilities, and required applicant documentation, including phone number and email address, date when applications will be reviewed, and contact information including phone/email.  The position description, signed by the Department Chair and with accompanying justification for the position, is then submitted to the Dean.   

· Where appropriate or feasible, departments are encouraged to develop broadly defined position descriptions.  A PD with two or more areas of specialization tends to attract a larger and more diverse applicant pool.
· The PD will state that the candidate must describe his or her commitment to and/or expertise in educating a diverse student population, as one of the essential criteria.  
· All position descriptions and advertisements should include the following language:

· CSULB is committed to creating a community in which a diverse population can thrive in an atmosphere of tolerance, civility, and respect, without regard to economic status, ethnic background, political views, or other personal characteristics or beliefs.

· CSULB is an Equal Opportunity Employer

The Dean requests approval of the position(s) from the Provost and includes signed position description(s). A review of the College affirmative action goals/action plan in relation to the requested position is conducted at this time by the Dean or designee. The Provost sends an approval memo for tenure-track searches to Deans for the authorized positions. 

Position descriptions are reviewed and approved in Faculty Affairs. With revisions in place, Faculty Affairs 

· Forwards PDs to Equity and Diversity for Recruitment Numbers [RNs];

· Emails PDs to Department Chairs and Deans. 

Departments email revised versions of the position descriptions with recruitment number to Elizabeth Martin in Faculty Affairs for posting to the Faculty Affairs Employment Opportunities website.

Step 2: Search Committee

A department search committee is established, consistent with department procedures and within the requirement that tenured and tenure-track faculty members are elected to serve on search committees. In addition:

· Department faculty are encouraged to assemble a diverse search committee through their election process.
· FERP faculty may be elected if they teach both fall and spring semesters. FERP faculty cannot volunteer to serve. FERP faculty are eligible to vote to elect the search committee during their teaching semester.

· Pre-Retirement Faculty are eligible to serve if they teach both semesters.

· Faculty on sabbatical or difference-in-pay may serve if they are willing and available both semesters.  

· A list of the members of the search committee is forwarded to the Dean's Office and noted on the Department Action Log.

Step 3: Recruitment and Advertising Plan

The Recruitment and Advertising Plan is developed by the department, approved by the Dean or designee, and forwarded to the Director of Equity and Diversity for approval. The position may not be advertised before approval of the Recruitment and Advertising Plan by the Director of Equity and Diversity. To facilitate an efficient process, submit the Position Description to Faculty Affairs and the Recruitment and Advertising Plan to Equity & Diversity at the same time.  The Office of Equity and Diversity assigns the recruitment number. If you are unable to follow through on any part of your Recruitment & Advertising Plan, indicate why you were unable to do so. 

· The R&A Plan should include a list of specific efforts by the search committee to attract the largest and most diverse pool of highly qualified applicants.  These efforts should include:
· Sending an e-mail that communicates the department’s commitment to faculty diversity (with the PD attached), to the culturally-based caucus representatives of the professional academic associations.
· Sending the same e-mail and attachment to the graduate program directors of universities that include significant diversity, including HSIs, Tribal colleges, HBCUs, and R1 programs.
· Professional conference visits by dept. faculty and networking efforts to recruit diverse applicants.

· Reviewing resources in the Office of Equity and Diversity, which include the Women and Minority Doctoral Directory, the CSU Forgivable Loan Program list of doctoral candidates, and the UC President’s Postdoctoral Fellowship Program list of current fellows.
Step 4: Department Action Log

The Search Committee (or Administrative Support Coordinator-ASC) maintains a log of actions and approvals from the beginning to the end of the search. This one-page log is for department records and is to be forwarded to Faculty Affairs as an item on the Checklist submitted with the final appointment file.

Step 5: Guide for Tenure-Track Applicant Log

Confidential Data Sheet

In order for the Office of Equity and Diversity to solicit the Confidential Data Sheet from the applicants, departments must send JoAnn Harris (jharri12@csulb.edu) an updated list of applicant names and email addresses on a weekly basis (in Excel format) until an appointment is approved. This applicant list must include the name of the department, the name of the position, and the recruitment number at the top of the page. If the search is canceled, the Department Chair must notify the Office of Equity and Diversity immediately. 

The Applicant Log is forwarded to Faculty Affairs at the end of the search process. Although there is no required standard format for the log, it must contain the following minimum information:

· Search Year

· Recruitment Number

· Department Name

· Date of Application

· Applicant Name

· Applicant Email address

· Date of Acknowledgment Letter

· Date of Regret Letter

Step 6: Processing Applications
Confidentiality

All faculty searches are confidential. Applicant files and any discussion of the applicants throughout the search process MUST be kept confidential. Only faculty members on the department's search committee may review an applicant's entire file while it is in the general applicant pool or in the semi-finalist (those applicants selected for a telephone interview) group. Once the search committee has identified the finalists (those applicants selected for an on-campus interview), department faculty may review the following items in a finalist's file: (1) the letter of application, (2) the CV, and 3) supplemental materials pertaining to teaching as well as scholarly and creative activity. However, faculty members not on the search committee MAY NOT review teaching evaluations and reference letters.

The Department Chair and the Dean may review files at any stage of the search process. The Dean approves pools of applicants and reviews semi-finalists and finalists. The Department Chairs is integral to the search process and may review files at any stage and may consult with the search committee regarding progress.

Upon receipt of an indication of interest in the position, the Chair of the Search Committee sends candidates a letter acknowledging their interest. Applications are not reviewed for screening qualifications at this time.

Applicants are requested to complete their application file by sending the following, as indicated in the position description:

a. A formal letter of application (if one has not already been received).

b. A curriculum vita.

c. Copy of Official Transcript of highest degrees (or all degrees, per the position description). Note: Official transcript must be included in appointment file submitted by the Department.

d. Three recent letters of recommendation or names of references, per the position description. Letters will be required of finalists.

e. Evidence of teaching effectiveness such as student evaluations, peer evaluations, or performance reviews.

f. Evidence of scholarly and creative activity such as copies of journal articles, conference presentations, exhibition reviews, etc.

Department acknowledgement letter may include:

g. An SC-1 form (Statement of Preparation and Experience). The SC-1 form should be sent only to finalists.

h. Letters acknowledging applications should be sent as soon as possible and include the following statements: CSULB does not discriminate on the basis of disability against otherwise qualified applicants. CSULB will make reasonable accommodation to applicants with disabilities. If you need accommodation in the pre-employment selection process (applications, tests, interviews, etc.) please contact the Office of Equity and Diversity.

You will be receiving an electronic request from CSULB’s Office of Equity and Diversity requesting you to complete a Confidential Data Sheet. I encourage you respond immediately to this request as a low response rate could delay the selection process.
As the above materials are received, they are placed in a file folder labeled with the corresponding candidate's name. The file folders are kept in a confidential and secure location in the department office and all members of the Search Committee are given access to the file box. 

Step 7: Pool Approval
Monitoring of Applicant Pool

The applicant pool is monitored by the Director of Equity and Diversity for return rates of Confidential Data Sheets.  An unusually low return rate may result in an additional period of advertisement. 

In no fewer than 30 days after the first publication of the position description, the Search Committee may seek the Dean’s approval of the applicant pool and authorization to begin screening the applications. The final list of applicants is forwarded to the Dean and to the Director of Equity and Diversity. The Dean consults with the Director prior to granting approval. A written record of the Dean’s approval must be included in the applicant log that is submitted to Faculty Affairs at the end of the recruitment process. 

Step 8: Development of a Screening and Selection Process

Prior to screening, the Search Committee develops a Screening and Selection Process for the Dean’s approval. The Screening and Selection Process should specify the specific procedures and criteria to be used from the beginning to the end of the search. Criteria should be objective and measurable. The document should include the following additional items: acknowledgement letter, rating sheet for Minimum Qualifications screening, rating sheet for Desired/Preferred Qualifications screening, list of telephone interview questions (if telephone interviews will be conducted), list of on-campus interview questions. Screening of applicants for minimum qualifications may not begin until the Screening and Selection Process is approved.  

Step 9: Screening of Applicants/Identification of Interview Pool

Adhering to criteria and procedures outlined in the approved Screening and Selection Process, the Search Committee conducts (1) initial screening of applications to determine those who meet Minimum Qualifications, and then (2) further screening of those meeting Desired/Preferred Qualifications in order to identify the semi-finalists.
NOTE:
· A candidate’s inability to articulate his or her commitment to and/or expertise in educating a diverse student population should not automatically remove the candidate from consideration; that inability would merely diminish the strength of his or her applicant file.  This qualification should be evaluated like any of the other primary criteria.

The Search Committee should consider including in its Screening and Selection Process an intermediate step, such as telephone interviews, to further reduce the size of a pool of semi-finalists to a smaller number of finalists. Such a step, if utilized, must be included in the Screening and Selection Process and requires approval from the Dean prior to the interviews. 

Step 10:  Telephone Interviews (Optional)
The list of candidates selected for telephone interviews must be approved by the Dean. (Note: Phone and campus interview questions must be approved by the Dean.)  
NOTE:

· A highly diverse pool of semi-finalists will increase the likelihood of a diverse group of finalists.  A first set of interviews, by telephone or at the annual conference, offers the opportunity to communicate with highly qualified women, candidates of color, and LGBT candidates, among other diverse groups of people.  
· Twenty-first century technology offers an opportunity for a video-conference interview, in lieu of a telephone interview; however, every candidate must be given the same opportunity to do so.  Unless all semi-finalists are able to participate in a video-conference interview, this process must not be offered.

Step 11:  Approval of Interview Pool

The Dean is the only approving authority for the finalists for on-campus interviews. 
Step 12:  On-campus Interviews

Following approval of the interview pool, the Search Committee may invite candidates for on-campus interviews. In the interview process, reasonable accommodation will be offered to any candidate(s) with disabilities, as needed.

Each candidate interviewed on campus will be scheduled to participate in a schedule of similar activities. This schedule shall include, at minimum, an interview with the Search Committee (with essentially the same questions asked of each candidate) and a meeting with the Dean. The schedule of activities during the on-campus visit is to be included in the department's Screening and Selection Process and must be the same for each candidate.
· In addition to speaking with members of the department, candidates may wish to talk with faculty who represent a particular cultural group not represented in the department.  The search committee may contact the Office of Equity and Diversity or the Office of Faculty Affairs to procure the name(s) of a willing campus representative from one of the faculty cultural associations.  That conversation, between the candidate and the faculty member, may occur on the day of the interview or, if the faculty member is unavailable, immediately thereafter via telephone.

Step 13: Recommendation for Appointment

After the Search Committee decides on which candidate(s) to recommend for appointment, it prepares a written recommendation to the Dean with specific reasons for the selection of the candidate. 

In forwarding the final recommendation to the Office of Faculty Affairs, the Dean includes a recommendation for appointment, and provides required information outlining the specifics of the offer. If not done by the Department Chair, the Dean will contact the finalist’s most current employer and provide a written statement about the results of the verbal conversation, including the date and the name of the contact. Should the Dean reject the recommendation(s) of the Search Committee, the faculty meet to decide whether to appeal the decision of the Dean to the Provost or to recommend another candidate.

Appointment File and Checklist for Tenure-Track Appointment
Once a candidate has been selected for an offer of employment, a complete appointment file, prepared by the Department, is forwarded to the Dean. The Dean includes his/her offer letter and forwards the entire file to the Office of Faculty Affairs including the Checklist for Tenure-Track Appointment.  

Step 14:  Retention of Search Files – Three Years

Departments maintain copies of the search protocol, recruitment and advertising plan, screening and selection process, Department Action Log, and Applicant Log. These documents and all applications, rating sheets, and correspondence to applicants are kept for three (3) years prior to purging. If these documents are on computer, they must be copied onto disks or paper for filing. Within this 3-year period, files are made available to the Office of Faculty Affairs and Equity and Diversity as requested. It is mandatory that these files be secured in a confidential file area within the department.  


Complete Checklist for Tenure-Track Appointments found on the Faculty Affairs website:





http://www.csulb.edu/aa/personnel/forms








