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Tenure-Track Faculty Search 
Procedures and Guidelines


The Sonoma State University Tenure Track recruitment process is designed to encourage departments to recruit a broad and diverse pool of applicants.  It also ensures that the hiring process is conducted with equal consideration, access and exposure for all potential candidates.
A schedule for tenure-track searches will be established annually by Faculty Affairs to provide the deadlines for some of the main steps in the search process.  Special schedules may be established for searches started at different times during the year.
The first step for any search is a meeting between the search committee and Faculty Affairs to discuss recruitment strategy for equal opportunity recruitment.
The President makes appointments for full-time, tenure-track faculty.  The President’s decisions are based on the evaluations of peer review committees, chairs, deans, Vice Provost and the Provost.


A.
Confidentiality

1.
The deliberators of the search committee, including consultants, as well as application materials  should be treated with strict adherence to confidentiality.  No discussions should take place with other SSU faculty members or other persons not directly participating in the search process.  If confidentiality is not maintained both during and after the recruitment process, it can lead to cancellation of the search and/or a complaint being filed by a candidate.  It can also have a chilling effect on applications for future positions in the department and the University.

B.
Membership

1.
A Search Committee is elected by the department from the tenured faculty in the department (CBA 12.22) and should be composed of at least three faculty members as voting members.  Probationary faculty can serve on the search committee at the request of the department, with the Dean’s recommendation and approved by the Vice Provost.  FERP Faculty may be members if the search is complete while they are in service.  Departments should not ask faculty who are on a Sabbatical or Difference in Pay to serve on the search committee.

2.
In small departments or programs that do not have enough qualified faculty to constitute a search committee, faculty from other departments may be elected to serve on the committee.  
a.
Variations:  If the department is interdisciplinary or if the department wishes to increase the diversity of its search committee, it may request faculty members from other departments.  The request is approved by the School Dean/Director at the request of the department chair.

b.
In special circumstances, other persons such as retired faculty, administrators, community members, etc. may be able to serve as consultants to the committee.  Please discuss the possibility of using a consultant with the School Dean/Director and Faculty Affairs in advance.  
3.
Only members of a search committee may vote.  Consultants do not vote.

4.
A Search Committee selects a chair from its membership.  The chair selected should have some recent experience with the tenure-track recruitment process.

5.  Committee members should participate in all committee meetings and must participate in all interviews.  Occasional emergency arrangements may be approved (please consult with Faculty Affairs in advance). Failure of committee members to participate in all deliberations may result in a cancellation of the search process.

C.
Initial Meetings

1.
The School Dean/Director may meet with the search committee soon after the search is approved by the Provost and the committee is established.  The School Dean/Director will give the committee its formal charge, and discuss with the committee qualifications for the position, both required and recommended, along with any programmatic or diversity goals which have been established for the position.

2.
The search committee schedules an individual meeting to discuss search strategies and diversity goals with the Vice Provost. All members of the committee must attend the meeting, including the committee chair. This meeting must be held before the Endorsement for Position Opportunity Announcement (POA) packet is approved.  The Administrative Coordinator is encouraged to attend the meeting. Please call Faculty Affairs at x42101 or x42912.

Sonoma State Diversity Statement

We at Sonoma State University strive to create a campus climate in which the will to build trust among people - and groups of people - is widely shared, and opportunities for enhancing diversity and a sense of community are encouraged and supported. We stand committed to fostering and sustaining a pluralistic, inclusive environment that empowers all members of the campus community to achieve their highest potential without fear of prejudice or discrimination. 
We strive to build an exemplary educational community characterized by:

an intellectual environment that is both challenging and nurturing, encouragement and support for curriculum and pedagogy dedicated to diversity issues, commitment to social justice and equality, respect for human diversity, and a genuine appreciation of how the many differences among us enrich a liberal arts and sciences university. 
We encourage every member of our university community to embrace the underlying values of this vision, and to demonstrate a strong commitment to supporting, retaining, and attracting students, faculty, and staff who reflect the diversity of our larger society.

A.
Position Opportunity Announcement

1.
The development of the Position Opportunity Announcement (POA) is the first phase:  the POA contains the qualifications of the next member of the department and, in effect, the criteria against which all applicants will be judged.   A good announcement is specific enough to attract good applicants and flexible enough to enable you to select among a variety of qualified applicants.  Require those qualifications that are essential and list all others as desirable.  

2.
Completion of the terminal degree by the beginning of the appointment is required.  In fields in which the doctorate is the normal terminal degree, the candidate will have completed the doctorate before appointment to a tenure-track position.  Your POA may encourage or discourage applicants who are almost, but not quite finished, with the degree.  If you wish to consider ABD’s, or candidates with doctoral degrees other than the Ph.D., or terminal M.F.A. degree, you must get approval from Faculty Affairs.  ABD’s are allowed in limited, unique situations.  

3.
The POA template contains sample language and standard language.  POA sample language may be modified as long as the essential points are addressed.  POA language needs to be clear.  

4.
The POA must be posted for a minimum of four (4) weeks before you can gain access to the pool.

5.
Should your POA not attract a sufficient pool, your Dean can recommend to re-post the position.  It would be considered a brand new search.  Candidates from the first pool would have to re-apply should you reach consensus to repost.

B.
Recruitment Strategy and Advertising the Position

1.
A one page recruitment strategy is required.  
2.
Advertising the position is a major component of a good recruitment strategy.  The principal goal is to ensure qualified applicants from diverse sources throughout the country know about the position and are encouraged to apply.  No effort should be spared in developing a large, and extremely diverse, pool of candidates.  Consider those publications, list serves and web sites that will broaden the applicant pool.
Resources for Recruitment Advertising

See Appendix for a listing of organizations, search committees may want to consider.
3.
A good recruitment strategy is an active one. This does not include formal interviews at national, regional or state professional meetings or conferences.
Examples of recruitment strategies:
· Attending national, regional and state professional meetings.  Providing information to prospective applicants and candidates.  These are not interviews and should not be indicated as such.  (Meet and greet only!)

· E-mail graduate departments in the discipline, forwarding a copy of the POA and asking that they forward to their graduates.

· Contact colleges in and out of academe.

· Diversity recruiting via publications and/or direct mailings/contacts
Recruitment committees are often tempted to use interviews at conventions in order to save the expense of campus visits.  While professional conventions provide excellent opportunities to recruit applicants for positions, there are several problems with using them for formal interviews.  If screening interviews are to be held at a convention to eliminate some semi-finalist candidates, then all search committee members should be present, and the same screening questions must be asked of all candidates.

A preliminary review of all candidates must have been done prior to arranging the convention screening.  If other applicants deemed equally qualified, are not in attendance at the convention, then opportunities for an identical or very similar screening interview must be arranged for them.  Given all these constraints, convention interviews are rarely feasible as a formal step in the screening process.  In most cases, convention meetings are better used for information meetings.
4.
All advertising requests must be submitted with the endorsement packet and must be consistent with the final version of the POA and with university policy.  All ad copy has to be approved via an Advertising Requisition form and signed by the School Dean/Director and by the Vice Provost.  The department will be notified electronically if any changes are required.  

5.
Faculty Affairs posts the position announcement to the SSU Job Opportunities web page, CSU Career Opportunities and Northern California Higher Education Recruitment Consortium (NC HERC).  
Other advertising is placed and paid for by the department.  The department places all ads/notices in national association newsletters or periodicals after the POA has been approved by Faculty Affairs.  A list of suggested websites is included in the Appendix.  Please call x42101 regarding an advertising recruitment agency which can assist you in placing ads.     
C.
Endorsement Packet

1.
Once you have developed your draft POA and recruitment strategy, the Endorsement Packet should be signed by the School Dean/Director.  Copies of all forms are available on the web at:  http://www.sonoma.edu/aa/fa/facultyforms/

2.
The Endorsement Packet includes:
· Endorsement for Position Opportunity Announcement form

· Job Announcement

· One page recruitment and advertising strategy
· Advertising Request form and ad copy

· Screening and selection criteria

· Interview question for each criteria
3.
After changes are made, send final copy electronically to Faculty Affairs for web posting.  
D.
Applicant Information and Acknowledgement

1.
As applications are received, Faculty Affairs enters applicant data into PeopleSoft.  Submitted materials are posted to a secure website for committee review after the deadline.

2.
A confirmation letter of materials received is sent by Faculty Affairs.  Subsequent letters can be sent by the Department.  Indication of preference is noted on the Endorsement form.

A.
The committee’s proposed questions and criteria were submitted with the POA.  Before reviewing applications, the committee should agree upon the relationship between questions and criteria.

B.
The search committee reviews the criteria to be used in screening/interviewing. You will find that much of the task of developing screening criteria was done during the drafting of the POA.  Additional criteria, not explicitly stated in the POA, must be logically related to the POA.

C.
The weight given to the various qualifications, which translate into criteria, may vary.  You may determine that one or more of the recommended qualifications are of greater value than others and weight them accordingly.  At this point in the process, it may be helpful for the search committee to discuss what kinds of evidence each member considers appropriate to each criterion.  For instance, what do you mean by “effective teaching?”

D.
The next step is to review your interview/screening question for each criterion.  It will assist your process if, next to each proposed criterion, you indicate the number of the question(s) which links to it.


A.
Review Applications

1.
Members of the search committee should review all applications as soon as applicant materials are available on the secure website.  The materials will be available within 3 days after the deadline.  Faculty Affairs will send notice of availability and link to secure site where applicant files can be reviewed to all committee members.

2.
The committee should determine which applicants should be invited to interview, which are alternates (if any), which are considered but not competitive, and which do not meet the minimum qualifications for the position(s) as announced.
B.

Screening and Reference Checks on Semi-Finalists

1.
The only evidence that can be evaluated is that which was requested of all candidates.  This includes the application, vita, cover letter, letters of reference, interview and any other materials requested of all candidates by the committee (e.g. teaching evaluations, questionnaires or essays).

2.
Once the committee has established a semi-finalist pool, members should contact the applicants notifying them that they are a semi-finalist, answer any questions they may have about the position or the process, and to obtain the candidate’s permission to call their references.  (See Document on Contacting Semi-Finalists).  This screening process should be done with all semi-finalists using the same questions suggested.

3.
References are then contacted.  Committee members should handle any negative information very carefully and use it only if it is confirmed by two or more references.  It is wise for at least two committee members to divide up the reference calls for each candidate.

4.
The purpose of the reference check is threefold:  to verify prior employment, to confirm the committee’s preliminary assessment of the candidate’s strengths and weaknesses, and to obtain an employment recommendation.

5.
There is a trend in the business community not to provide any information other than a confirmation of the dates of employment.  However, the University can be subject to a “negligent search” lawsuit based on the failure to conduct a sufficient background check prior to an offer of employment.  Therefore, every effort should be made to verify a finalist’s qualifications prior to recommending him/her for interview or hire.


6.
When screening applications, you are seeking evidence of the candidate’s ability to perform the position as announced.  If you are in doubt about specific qualifications due to incomplete information in the application materials, and the candidate appears to be a competitive one, call the candidate and request clarification.  If there are candidates applying whom you know personally or who have previously taught for the department, attempt to limit your questions to their application materials.
7.
Since search committees are expected to recommend up to three candidates for each opening, it is usual to select five candidates to be interviewed.  Should any candidate decline the invitation to interview, an appropriate alternate, if any, should be selected.

8.
Rating sheets based on your established criteria and questions can be used to evaluate and compare candidates for interview selection and can assist the search committee in making objective decisions.  

A.
Application for Academic Employment

Finalists are contacted by the department and instructed to complete the Academic Application Form and fax to Faculty Affairs or the department.   The signed original should follow in the mail.  This form is required for those invited to campus for an interview.


All candidates should meet with a) The Department Chair, b) The School Dean/Director and c) a representative of Faculty Affairs.  The committee should contact the dean’s staff to confirm the dean’s schedule prior to scheduling interviews.  Call Faculty Affairs at x32192 to schedule the appointments.

B.
Submit Approval to Interview Packet
1.
The Approval to Interview Packet should include:
· Approval to Interview form

· Copy of your questions and criteria

· A description of any additional recruitment efforts, beyond those described when the Endorsement form was submitted
· A tentative candidate schedule indicating the names of all individuals with whom the candidate will meet, as well as any lectures or open meetings that will be included Academic Application form for each candidate listed on the Approval to Interview form. 


2.
The Approval to Interview packet should be submitted to Faculty Affairs at least a week prior to the date you wish to begin interviewing.

3.
Within two days after the Approval to Interview packet has been forwarded to Faculty affairs, the committee will be notified if there are any issues or if the packet has been approved.  No interviews can be scheduled until after receiving notification of approval from Faculty Affairs.

4.
Discussion

a.
Departments are strongly encouraged to have open meetings for each candidate interviewed and where feasible to have the candidate make a classroom presentation and/or give a sample lecture.  

b.
In determining which candidates to invite to interview, the search committee should include only those candidates whom it deems to be qualified and competitive.  “Courtesy” interviews for those who are known to members of the committee, but who are not competitive, should be avoided as they can and often do create serious problems later in the search process. This includes all candidates who are serving or have served in temporary positions at SSU.

c.
If finalists are invited to give a public lecture or class, you may provide access to a portion of the application materials (cover letter, curriculum vita and any professional article which they submit) to any consultants to the search committee and other interested faculty, as well as to students involved in the recruitment process.  Students who attend the public lecture, or otherwise meet the candidate, and faculty who are not members of the search committee, may be asked for their evaluation of the candidate’s performance.  A brief questionnaire can be developed for comments from those not on the search committee; it is easier for the search committee to review written comments than to collect and review oral comments.

C.
Interviews
1.
Prior to the interview day, you may wish to send the candidate a packet of information about your department and the University.  A final interview schedule should be included.  In addition, you may also want to ensure opportunities for candidates to receive a tour of the campus and the community, as well as to speak to someone regarding housing, schools, etc.

2.
A generic packet of information about the county and the University will be prepared by Faculty Affairs and given to the candidates when they meet with Faculty Affairs.

3.
The candidates should all receive the following information from the department: when the candidate can expect to hear the result of the interview process, when/if the candidate can expect to receive a travel reimbursement.  Let interviewees know that the University’s policy is not to send letters to those interviewed until after a finalist has signed a letter of acceptance or the search has been cancelled.

4.
Discussion

a.
While an approved set of interview questions is part of the search process, committees should exercise reasonable flexibility in follow-up questions that clarify responses to the approved questions.  For example, comments such as “Well, you seem to have answered the next question already…we were going to ask you…is there anything you’d like to add…”.  Applicants should always be given time at the conclusion of the interview to provide any other information they wish in support of their candidacy and to ask any questions they have regarding the position and the selection process.

b.
Remember that candidates are to be evaluated on job-related factors only.  Many candidates are nervous during the interview and it is the committee’s responsibility to work through apprehension and assess the candidate’s qualifications for the position.  Even if it becomes clear rapidly that the candidate is not competitive, continue courteously throughout the interview and the whole day.  Candidates have friends and colleagues and poor treatment gets talked about.

c.
You learn most about the candidates when they are talking.  Spend a minimum of time discussing the position in the formal interview and a maximum of time exploring the candidate’s qualifications.

d.
Interviews are stressful situations for the candidate and the committee.  Ensure that the candidates are comfortable and able to express their qualifications.

e.
It is essential that both the committee and the candidate are able to make the correct match of job versus interests and qualifications.  Make sure that the interview allows the committee to assess the candidate’s ability to perform according to the required and recommended job criteria and that the candidate understands both the position and its significance to the University.

f.
Potential Pitfalls:  The candidate may not be asked questions in a number of key areas such as marital status or child care arrangements.  This prohibition includes informal questions outside the interview.  

g.
A few topics are best reserved for the School Dean/Director to discuss with a candidate, most importantly, prospective salary and citizenship status.  All aspects of the offer are between the candidate and the School Dean/Director.

A.
Review Finalists

1. Once the search committee has selected the candidate(s) it wishes to recommend to the department chair and School Dean/Director, it should review its findings with them in a formal meeting.  It is then the responsibility of the School Dean/Director to recommend a finalist to the Vice Provost.

2. Discussion

a.
It is not uncommon for the members of the search committee to disagree initially on the ranking of all candidates or about particular characteristics or qualifications of different candidates.  The meeting with the department chair and School Dean/Director should permit all committee members to discuss their perspectives on the candidates recommended.  The goal is to achieve a thorough review from diverse perspectives.  Carefully considering the essential and desirable criteria should assist in the committee’s deliberations.

b.
Always use your criteria outlined in the POA in your discussions.  Do not stray into criteria not listed or approved.

B.
Telephone Offer of Employment

1.
After verbal consultation with the Vice Provost and confirmation has been received regarding the offer, the School Dean/Director calls the finalist and makes a preliminary offer of employment.  Any changes beyond the previously agreed terms should be discussed with and approved by the Vice Provost.

C.
Offer Letter

1.
Upon receipt of a verbal commitment from the candidate, the School Dean/Director submits the “Tenure-Track Letter of Offer” form to the Vice Provost.

2.
Once the terms of the offer have been approved by all appropriate parties (including the candidate being recommended), Faculty Affairs, with all of the terms and conditions of employment, will produce the President’s letter of offer.

3.
The form should indicate whether the candidate being recommended has already completed the terminal degree.  If the position requires the doctorate and the candidate is A.B.D., the form should include the expected completion date of the doctorate.

4.
Faculty Affairs will notify the department chair, committee chair and School Dean/Director when the finalist signs and returns the letter of offer.

5.
Remember that only the President of the University or designee is authorized to make offers of employment.  Difficulties may arise and the recruitment process may be delayed or terminated at any stage prior to the formal offer of employment.  Thus it is essential that confidentiality be maintained throughout the process.

A.
Functions of Final Recruitment Report

1. The Final Recruitment Report is the formal record of the outcome of the search.  It is an official document and is used in a complaint process, legal subpoenas, and CSU reports.

2. At the conclusion of the recruitment, all committee notes must be shredded.  

3. The Final Recruitment Report packet contains the singular search justification documentation.  It should, when viewed as a whole, make clear to any reader the reasons for the selection of the finalist, the reason for the ranking of the number two candidate (if any), and the non-selection of all others who were interviewed.  All candidates listed on the Approval to Interview form to be interviewed must be included on the Final Recruitment Report.  If the search was cancelled, the reason(s) must be stated on this form.

4. The Final Recruitment Report should not be hand written.

B.
Format of Final Recruitment Report

1. The notes should be succinct statements (six to eight lines); however, a clear justification regarding each candidate is required.  You do NOT have to come up with a statement for each criterion and you do not have to have a statement for the exact same subset of criteria for all the candidates.  A sentence or a few phrases for the criteria that matter most will be fine.  “Criteria that matter most” are those that distinguish this candidate from the others – both positively and negatively – and those that are crucial to the department.  The form should present the facts upon which the employment decision was made.  Whenever possible, mention statements made by the candidate in the interview which influenced the decision (e.g., “Candidate indicated that she has no experience with large lecture sections and did not feel that she would be effective”) in light of the stated criteria and in response to the approved questions.

a. Examples of possible statements for the notes in the form for candidates not selected:

· Candidate presented outdated material and was unable to provide recent examples when students asked; or

· No experience in directing internships or independent studies; candidate said he would need help in doing so during the first semester/year; or 
· Candidate was unable to answer questions concerning new courses she might wish to develop

b. Avoid Comparative Statements
· The form will be reviewed as a group and the successful candidate’s relative merit will be evident if pertinent factual information is contained for each candidate (e.g., for Candidate A, “Had five years teaching experience in the field” and for Candidate B, “Had one year of teaching experience,” is better than indicating on Candidate B, “Had less experience than the individual selected”).

c. Avoid Subjective Statements
· Decisions should be based on the approved criteria only and statements such as “The committee felt that he would not be able to work with the department” would be inappropriate.  Rather, the note should indicate the objective basis for such a conclusion (e.g., “Candidate presented no evidence of ability or interest in committee work”).
· Avoid ranking with statements of “Was ranked #3 on this criterion” or “weak”).  A direct factual statement is preferable (e.g., “Knowledge in this area was not adequate – could not respond to this question”).

d. Avoid any reference to personal contact
· The point is to consider evidence independent of personal contacts.  Prior experience at SSU should not give the candidate special advantage.  The notes may mention the number of years of working or teaching in the field and the quality of performance or the fact that the candidate has expertise in a particular field.
C.
Confidentiality of Evidence

All information received during the recruitment process is considered to be “pre-employment” information, is confidential, and shall be maintained separately from an employee’s Personnel Action File.  The confidentiality of “pre-employment” materials applies to applicants who are or who have been SSU employees, as well as to external applicants who may eventually be employed at SSU.

D.
Submit Final Recruitment Report

1.
Within ten (10) working days of the acceptance or rejection of an oral offer, the Final Recruitment Report packet should be submitted to the School Dean/Director.  
2.
When Faculty Affairs reviews the Final Recruitment Report, it may contact the chair of the search committee and/or the department chair to request that the form be revised or to clarify a statement in the reports.

3.
The signatures on the Final Recruitment Report are assertions that the selection process has been reviewed and that it is consistent with the University’s recruitment policies ad procedures and with academic standards.  Once the recruitment has concluded, all of the formal electronic documentation regarding the selection process will be retained in Faculty Affairs for a minimum of five years.

4.
Any materials not in an electronic format must be retained by the department for five years (i.e., copies of publications).

A.
Faculty Affairs sends Regrets (Not Interviewed, Not Acceptable or Alternates not Interviewed)

1.
Once the Approval to Interview form has been submitted, letters can be sent to those candidates who were not included on the Approval to Interview form.

2.
The committee is encouraged to evaluate when these letters should be sent.  In the event those candidates on the Approval to Interview form do not come to fruition, the committee may need to re-evaluate the pool.

3.
If the committee deems that no candidate interviewed is acceptable and recommends cancellation of the search, or if the search is cancelled for any other reason, a letter should be sent.

4.
Those candidates that were alternates would not receive a disposition letter until the Final Recruitment Report form has been submitted.  

5.
Discussion
· Until such time as there is a signed acceptance of a letter of offer of employment, it is essential that contact with other non-recommended finalists not be initiated.  If candidates who were interviewed and considered “acceptable” call to find out the status of the search, you may choose to let them know the current status of the search (e.g., “An offer has been made and we are waiting to hear from the candidate”).

· Contact with the finalist should be limited to the department chair or School Dean/Director.

C.
Send Regrets (Interviewed, Not Acceptable and/or Not Recommended)

1.
At the time the finalist(s) returns the signed letter of offer, Faculty Affairs will send a letter to the remaining candidates, informing them of the outcome of the search.  .

2.
If any candidate who was interviewed requests information on the reason for their non-selection, the response given (by either the Search Committee Chair or Department Chair) should be succinct and should be based only on the information contained in the Interview Report.  To avoid possible problems, the School Dean/Director and Faculty Affairs should review all such letters before they are sent.

D.
Late Letters
1.
A letter is sent to all applicants whose materials were submitted after the deadline and not considered for the search.  Faculty Affairs notifies the applicants that a candidate was chosen out of the materials received by the deadline.
E.
Search Cancelled
1.
In the event a search is cancelled, each applicant is notified.  The department determines who notifies the applicants on the Endorsement form.

Given the amount of effort which went into the search on the part of the finalist(s) and the University, it is vital that we extend new tenure-track faculty every courtesy once they arrive on campus and provide sufficient orientation to the University and its services.  Several areas to cover include:

1. Ensure that they attend the Fall and Spring Faculty Convocation so that they can be formally introduced and welcomed.

2. Ensure that office space is available for them in advance of their arrival with whatever furniture and supplies are available.  If appropriate, anticipate needs for research space.

3. Ensure that they go through the Payroll and Benefits process within the first three days of the start of their appointment, or as soon as they arrive, so that the federal immigration requirements are met and their first paycheck is not delayed.

4. Encourage them to take part (both initially and throughout the first year) in the orientation program for new faculty sponsored by the Professional Development Subcommittee.

5. Refer all questions they may have regarding benefits to Human Services/Personnel and encourage them to attend the Orientation meetings sponsored by Human Services

6. Inform them that a copy of the Unit 3 collective bargaining agreement is on reserve in the library and provide them with a copy of the RTP policy.

7. Provide them with a thorough explanation of the campus’ RTP process.

8. Provide them with the most recent telephone directory and a current Organizational Chart.

9. Identify a senior faculty member who would be willing to serve as a mentor.

10. Be available to meet with them frequently during their first year to ensure their successful transition to SSU.

Recruitment Forms

These forms are available on the Faculty Affairs website.  It will be either a “Fill and Print” PDF form, or a Word document that you may download and modify.
· Endorsement of Position Opportunity Announcement form and sample

· Advertising Request

· Academic Employment form

· Approval to Interview for faculty positions and “Screening Process for Semi-Finalists”

· Final Recruitment Report

Reference Check Questions

Suggestions for Advertising
	
	SONOMA STATE UNIVERSITY

Endorsement for Position Opportunity Announcement (POA)

For recruitment for faculty positions


Instructions:  This form is used for departmental and administrative approval of the proposed Position Opportunity Announcement (POA) and recruiting strategy for tenure track and temporary faculty positions.  It is to be prepared, with the attachments noted below**, by the department in which the hire will occur.  After you have received approval of the POA, please e-mail the updated POA to Faculty Affairs for posting.  If you have questions regarding use of this form, call Faculty Affairs at 664-2101. Send faxes to 664-4060.

For use by Office of  Faculty Affairs
Requisition Number assigned: ___________________
	Department Name:        
	Department Number:     


	Area of Specialization (optional):      


	Type of Position (check one):   
	 FORMCHECKBOX 
 Tenure Track Instructional Faculty


	 FORMCHECKBOX 
 Lecturer Pool

	
	 FORMCHECKBOX 
 Coaching Faculty
	 FORMCHECKBOX 
 Librarian (Tenure Track)
	 FORMCHECKBOX 
 Librarian (Temporary)

 

	
	 FORMCHECKBOX 
 Other (Please specify title):       


Advertisement / Recruiting:  Please describe on an attached sheet your recruitment strategy (including advertisements, attendance at professional meetings, etc.) and efforts to attract a diverse pool of applicants.

Distribution of Letters:  Faculty Affairs will send acknowledgment letters to applicants.  All disposition letters for temporary faculty searches will be sent by Faculty Affairs.  For tenure track searches, departments may issue letters, edited to meet department needs, for various stages of screening, or may ask the Office of Faculty Affairs generate standardized letters.  Each approach has its advantages.  

For tenure-track searches, indicate which approach you wish taken with this recruitment, as follows:

	Letter type
	Department
	Faculty Affairs

	Regrets to applicants who do not meet minimum qualifications
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Regrets to applicants who are considered but are not competitive
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Regrets to applicants who are interviewed but not selected
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Notice to applicants when a position has been canceled
	 FORMCHECKBOX 

	 FORMCHECKBOX 



The department will prepare any letters inviting potential candidates to apply and confirming interviews.  Faculty Affairs will prepare the letter of appointment.

APPROVED BY:






______________________________
______________
______________________________
_____________

Department Chair
Date
Dean/Director
Date

______________________________________________________________________________

Vice Provost for Academic Affairs

Date

For use by Office of  Faculty Affairs

	SSU Web Posting  ________________________
	CSU Web Posting  ________________________

	Department/Search Chair notified on _____________
	HERC posting  ___________________________


FACULTY EMPLOYMENT OPPORTUNITY

DEPARTMENT OF ********
(Tenure-Track) ***Assistant or Associate Professor 

Starting ***

Refer to **** on all correspondence and inquiries regarding this position.
THE UNIVERSITY

Sonoma State University is one of the 23 campuses of the California State University. Located in the Sonoma County wine country, 48 miles north of San Francisco, the University has an enrollment of approximately 7,500 students.  As of fall 2009, the University had 501 faculty with 54% tenure track. The University is comprised of six schools: Arts and Humanities, Business and Economics, Education, Extended Education, Social Sciences and Science and Technology. Degrees are offered in 45 majors at the bachelor's level and 15 at the master's level.  Sonoma State University occupies 274 acres in the beautiful wine country of Sonoma County, in Northern California. Located at the foot of the Sonoma hills, the campus is just an hour’s drive north of San Francisco and 40 minutes away from the Pacific Ocean.
THE DEPARTMENT 

 ***Department Specific***
Prospective applicants are encouraged to see the department’s Web page at:

www.sonoma.edu/   <<dept web cite>>or www.sonoma.edu/facaffairs 

DUTIES OF THE POSITION

***Department specific***
In addition to teaching and scholarship, faculty are expected to engage in academic advising, to assist the department with program assessment, administrative and/or committee work, and to serve on campus-wide committees.

PROFESSIONAL QUALIFICATIONS

To be recommended for appointment, the candidate must have: 

*** Department specific***
To be recommended for tenure, the candidate must demonstrate satisfactory performance in four areas:  teaching effectiveness; scholarship, research, creative achievement and professional development; service to the University; and public service and service to the community. Although tenure may be granted at any time, contract provisions specify that "the normal period of probation shall be a total of six (6) years of full-time probationary service and credited service, if any.  Any deviation from the normal six (6) year probationary period shall be the decision of the President following his/her consideration of recommendations from the department or equivalent unit and appropriate administrator(s).” Tenure is required for promotion above the level of Associate Professor. 

RANK AND SALARY
**(To be determined by Dean and Committee)
HOW TO APPLY
(Search Committee - Select optional documents for your search.)
Please submit:

· Application letter

· Curriculum vitae 

OPTIONAL

· Copies of research papers and publications
· Unofficial graduate transcripts

· Contact information for three references

· Current teaching evaluation

· Statement of research interests

· Letters of recommendation – must come directly from the recommender or placement center

Official transcripts are required at the time of hire.
Sonoma State is required to collect and report race and ethnicity data to comply with State, Federal, and University reporting requirements.  Please complete the Voluntary Self-Identification Form
Please email all application documents to facultysearch@sonoma.edu
APPLICATION DEADLINE
**

Questions concerning the application process may be directed to: facultysearch@sonoma.edu

Questions concerning this position may be directed to:

***(Department or Search Committee chair’s name)


***E-mail: (chair’s e-mail)


***Phone: (department or chair’s phone number)
******  PLEASE REFER TO THIS NUMBER ON ALL CORRESPONDENCE AND INQUIRIES REGARDING THIS POSITION. 

EQUAL EMPLOYMENT OPPORTUNITY

The University is an Equal Opportunity Employer and does not discriminate against persons on the basis of age, disability, disabled veteran or Vietnam-era veteran status, gender, marital status, national origin, race, religion, or sexual orientation. 
JEANNE CLEARY

The report includes institutional policies concerning campus security, alcohol/drug use, crime prevention, reporting of crimes, sexual assault and other matters. You can obtain a copy of this report by contacting Police and Parking Services at (707) 664-2143, or by accessing the Police and Parking Services web site. 

View Benefits Summary

	
	SONOMA STATE UNIVERSITY

Position Opportunity Advertising Request

For recruitment for faculty positions


Instructions:  To place recruiting advertisements in publications or on websites, prepare and submit this form to Faculty Affairs with Endorsement for Position Opportunity Announcement. 
If you are advertising in multiple publications, please prepare a separate form for each one.  

If you have questions regarding this form, call Faculty Affairs at 664-2101 Send faxes to 664-4060.

Please attach advertisement and also e-mail it to Faculty Affairs

	Dept.       
	Contact Person       
	Phone       

	Position Advertised       
List by Title and Department.  Examples: Assistant Professor of English; Lecturer, Computer Science

	Account Number to be charged       
	Requisition, if available       

	Vendor Name

      

Contact Name, if any       
Telephone

     
Website Address
     

	


Estimated Cost:
     
I hereby certify that the articles or services requested herein are necessary for use in my department.

_____________________________     
___________
_____________________________

____________

Department Chair or Unit Head
Date
School Dean/Appropriate Admin.

Date

APPROVALS

Approved:

Vice Provost for Academic Affairs_______________________________________________________  Date___________
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	SONOMA STATE UNIVERSITY
Approval to Interview

for faculty positions


Instructions:  This form is used for departmental and administrative approval of the proposed interview group for all faculty searches.  It also serves to record the search committee membership and recruiting actions taken.  It is prepared, with the attachments noted below, by the department in which the hire will occur.  If you have questions regarding use of this form, call Faculty Affairs at 664-2101.  Send faxes to 664-4060.

Do not contact candidates for interview until all approvals have been received.

NOTE:  To modify tables, allowing for additional information, go to Tools in the toolbar and click on “unprotect document.”

	Department Name:        
	Date:      


	Title:      
	Requisition Number:       


	1.  List the names of the members of the search committee and indicate who is serving as the chair.

	          
	     

	          
	     

	          
	     


	2.  Describe any additional recruitment efforts beyond those indicated on the Endorsement for Position Opportunity Announcement, such as professional meetings attended at which recruitment took place or contacts with persons or organizations to elicit names of candidates and attract a diverse pool of applicants. (Attached separate sheet if necessary)

	     


	3.  List the candidates proposed for interview.  An Academic Application form signed by the candidate must accompany this packet.

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


	4.  For searches for temporary faculty pools, list the candidates, if any, with prior university experience in the department, and show whether the department intends to evaluate them by review of the Personnel Action File or to interview them as well.

	Name
	Review Personnel Action File
	Interview in addition to file review

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	5.  List the candidates being reserved as alternates, to be called if candidates listed above decline.

	          
	     

	          
	     


6.  Attach the proposed criteria and questions for the interviews and, for tenure track searches, a tentative schedule of the interview day.

DEPARTMENT AND SCHOOL REVIEW AND RECOMMENDATION OF PROPOSED INTERVIEWS:
Department Chair

Date

School Dean/Director

Date

APPROVED BY:

Vice Provost for Academic Affairs
Date




Sonoma State University
Application for Academic Employment
	Position Applying For:
	     
	Requisition #:
	     


Please mail to:
(Name of department) Search Committee


1801 E. Cotati Avenue, Rohnert Park, CA  94928

	PERSONAL DATA

	Name:
     
     
  

	
Last Name
First Name
Middle Initial

	Address:
     
     
     

	
Address
City, State, Zip Code
Country

	Home Phone: (   )    -     
Cell Phone: (   )    -    
E-Mail:      

	WORK AUTHORIZATION

	If hired, you will be required to furnish proof that you are legally authorized to work in the U.S.  

Can you furnish such proof?   FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No


Please attach current curriculum vitae (if not previously submitted during a search) containing at least the following information:

1. Education

a. Colleges or Universities attended, their locations and dates of attendance

b. Majors or fields of study, including undergraduate and graduate majors, degrees earned and areas of concentration

c. NOTE: All degrees will be verified by notarized transcripts from the degree-granting institutions prior to employment

2. Experience

a. Beginning with the most recent activities, a chronological listing of teaching & related professional work experience, including the name, location and phone number of previous employers, dates of employment, title or academic rank, and reason for leaving.
b. A specific listing of courses previously taught.
c. Indicate whether permission is given to contact previous employers.
3. Publications, honors, awards and memberships in professional organization.
4. Any other qualifying experience, whether paid or voluntary or other information you wish to have considered. Include any another other employment experience you wish to have considered, including place of employment, position or title, full or part-time and inclusive dates of employment.

5. The names, addresses, and telephone numbers of at least three people not related to you whom we may contact for an evaluation of your professional abilities.

	Other Pertinent Information

	If the duties of your position require you to drive a state vehicle on state business, will you be able to furnish a current, valid California Driver’s License?   FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No

	As an adult, have you ever been convicted of a crime (except traffic violations other than felonies)?   FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No
 A conviction includes a plea, verdict or finding of guilt, regardless of whether a sentence was imposed by the court. You need not provide information about marijuana possession convictions for a violation of Health and Safety Code Section 11357(b) or (c), Section 11360(c), or Section 11364, 11365, or 11550 that occurred more than two years ago. (NOTE: A conviction will not necessarily disqualify an applicant from employment)   

	If yes, explain:      

	Have you been arrested for any criminal offense for which you are out on bail, or on your own recognizance, pending trial? 
 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No

	Statement of Accuracy

	I certify that the answers I have given in the materials I have submitted in the application for this position are true and correct and that I have not knowingly withheld any facts or circumstances. I understand that all answers given on my application for employment are subject to verification and that, should I be employed at Sonoma State University, any misrepresentation or omission of facts on this application may be sufficient reason for dismissal. The application materials include this document and any other materials submitted.

	
     

	
Signature
Date

	Sonoma State University’s annual security report includes statistics for the previous three years concerning reported crimes that occurred on campus, in certain off-campus buildings or property owned or controlled by Sonoma State University and on the public property within, or immediately adjacent to and accessible from the campus. The report also includes institutional policies concerning campus security, alcohol/drug use, crime prevention, reporting of crimes, sexual assault and other matters. To obtain a copy of this report, please visit http://www.sonoma.edu/ps/psannualreport.html or contact Police and Parking Services at (707) 664-2143.


Screening Process for Semi-Finalists

(Prior to reference checks)

It is essential that candidates be contacted prior to calling any of their references.

Initial Contact Statement:

“Congratulations on being selected as a semi-finalist for the tenure track position in the Department of _____________________ at Sonoma State University.  We are going to begin our preliminary reference checks to determine which candidates will be invited to the campus for an interview.”

The following questions might be useful in your preliminary phone contact with each finalist.  Please make sure that you ask each finalist the same questions.

Sample Questions for Finalists:

1. Are you still interested in the position?

2. May we contact the references which you listed? May we contact anyone mentioned during the discussion with your references?

3. Is there anyone else who you would like to have added to this list?

4. May we contact your current department chair (or immediate supervisor), as well as any others whose names you have not provided us?

5. Should you be selected as a finalist, would you be able to interview on any of the following dates (list)?

6. Do you have any question for us regarding the position or the recruitment process?

You may also ask questions which clarify/augment the information which the candidate provided in his/her application materials.

Candidates may request that you wait 2-3 days before contacting references (some candidates do not notify current employers until they are finalist for a position).  They may also request that you not call a particular person.  If that is the case, then attempt to get the name of someone who might have the ability to comment about that aspect of the candidate’s ability (for example, another member of their thesis committee, someone who did a classroom evaluation of their teaching, or a prior department chair).

If a candidate requests that you only call those on their list, you may want to re-consider advancing that candidate into the group invited to interview.  You may wish to continue to consider the candidate but let the person know that if he or she comes for an interview, extensive reference checks will be necessary as part of the final decision process.
REFERENCE CHECK QUESTIONS:

How long have you known Person X, and in what capacity? 

What position was she/he employed in and what were her/his strengths/weaknesses?
Did she/he possess good interpersonal and communicative skills?

Was she/he reliable and trustworthy?

Would you rehire her/him?

Why do you think Person X applied for this position?

Is Person X really serious about moving into this type of position?

Do you have any other information you would like to add?

Many thanks for your responses.
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	SONOMA STATE UNIVERSITY

Final Recruitment Report

Following recruitment for faculty positions other than temporary faculty pools 


Instructions:  This form is used for departmental and administrative approval of the selection logic of candidates interviewed for tenure track positions and temporary faculty positions which do not establish a pool for hiring.  It is also used to document the reasons for cancelled searches, withdrawals, declined interviews and declined offers. This form is to be prepared by the department in which the search occurred.  If you have questions regarding use of this form, call Faculty Affairs at 664-2101. Send faxes to 664-4060.

	Date:       
	Requisition Number:       

	Department Name:       
	Title:       


1.  Complete this section to record assessment of candidates interviewed or invited to interview.

	Candidate Name
	Status*
	Notes**

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     


*Please indicate status of candidate, using the codes below. For candidates coded A, you may also indicate a ranking by the use of a number after the “A.”

	H = Recommended for hire
	DO = Declined offer   FORMDROPDOWN 

	DI = Declined Interview

	A = Qualified or acceptable
	X = Not acceptable
	W = Withdrew


**
For codes H, DO, A, and X, list two to four criteria by number and describe the candidate’s skills, knowledge, or abilities related to those criteria, as determined in the screening and interview process, which form the basis for your recommendation on the candidate’s status.

       For code DO, indicate candidate’s reason(s)  for declining the offer.


For codes DI and W, indicate the date candidate withdrew and the candidate’s reason for withdrawal from consideration, if given.

These recommendations are made in accordance with Sonoma State University policies on faculty recruitment, including equal employment opportunity and diversity.

2.  Complete this section, in addition to Section 1, if search was cancelled:


List the reason(s) for cancelling the search

 FORMCHECKBOX 
 Budget
 FORMCHECKBOX 
 Change in Staff
 FORMCHECKBOX 
 Inadequate candidate pool
 FORMCHECKBOX 
 All offers declined

 FORMCHECKBOX 
 Cancelled due to process irregularities
 FORMCHECKBOX 
 Other

If reason is “Other”, please elaborate:      




_________________________   

Dept. Chair

Date 
 
Chair, Search Committee
Date 

Dean/Director

Date

Vice Provost for

Date







Academic Affairs
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Faculty Recruitment -- Attracting a Diverse Candidate Pool 
Job Listing Sites to Consider
This compendium of diversity resources has been compiled for the campuses participating in the Northern California Higher Education Recruitment Consortium. 

www.aar-eeo.com

AFFIRMATIVE ACTION REGISTER 
An online representation of the printed publication that advertises institutional, academic, professional, etc. jobs looking for qualified candidates especially in under represented population groups. No added charge for online ad when purchasing ads in the journal.

www.msi-alliance.org
Alliance for Equity in Higher Education

The Alliance for Equity in Higher Education is a policy-based coalition comprised of the American Indian Higher Education Consortium (AIHEC), the Hispanic Association of Colleges and Universities (HACU), and the National Association for Equal Opportunity in Higher Education (NAFEO).

www.aapd-dc.org/
American Association of People with Disabilities
AAPD is the largest nonprofit, nonpartisan, cross-disability organization in the United States. Among the organization's purposes are furthering the productivity, independence, full citizenship, and total integration of people with disabilities into all aspects of society. AAPD publishes a quarterly newsletter.
www.aaup.org

AMERICAN ASSOCIATION OF UNIVERSITY PROFESSORS 
A website for the national association who assists in assuring the freedom and  standards of teaching in higher education. Very interested in diversity and  equal opportunity, the website has listings of committees devoted to underrepresented faculty issues, articles and news on diversifying campuses.

www.aauw.org

AMERICAN ASSOCIATION OF UNIVERSITY WOMEN 
A membership based society promoting equal education for women and girls and professional educators. They do have links to other related sites including several that contain job postings, databases and other career related resources. There is advertising available in the AAUW publications, information given on their website. Posting on their website page, Jobmarket, in the Marketplace section is also an option.

www.acenet.edu

AMERICAN COUNCIL ON EDUCATION 
An organization uniting 1800 colleges and universities with an overall objective to promote equal opportunity within the higher education system. Site also maintains resume banks for top administrative positions.

www.acenet.edu/AM/Template.cfm?Section=OWHE
American Council on Education's Office of Women in Higher Education
The Office of Women in Higher Education (OWHE) provides information and counsel to many constituencies within the higher education community concerning policies, issues, and strategies that affect women's education and advancement.

www.aimd.org/
The American Institute for Managing Diversity, Inc.
Founded in 1984, the American Institute for Managing Diversity (AIMD) is a nonprofit organization created for the study of diversity issues. The site provides an information resource center, a diversity store, links to AIMD research and educational services, as well as profiles of those leading the field of diversity management and awareness.
www.diversityweb.org/

ASSOCIATION OF AMERICAN COLLEGES AND UNIVERSITIES 
This AACU site, at the University of Maryland, offers an “interactive hub” for those in post secondary education institutes looking for diversifying their faculties and students or who want diversity information. Provides a Resources/links list of organizations interested in promoting diversity, discussion boards, member profiles, and digest.

www.black-collegian.com

BLACK COLLEGIAN ONLINE, THE 
A career site/online journal targeting minority graduates seeking professional positions. An offshoot of the Black Collegian Magazine.

www.blackissues.com

BLACK ISSUES IN HIGHER EDUCATION  

An academic online journal that is directed towards minorities in academia, both faculty, student and administrative. It publishes positions in postsecondary schools 26 times a year.


www.newsreel.org 
California Newsreel
Offers a variety of diversity training videos, including Ethnic Notions: Black People in White Minds, the 58-minute video which provides a historical examination of racial stereotypes, with scholarly commentary to explain how these images have been used to fuel anti-black prejudice and justify black oppression; "a disturbing voyage through American history."
www.eop.com/cd.html
CAREERS & the disABLED Magazine 
Circulation Department EOP, Inc 445 Broad Hollow Road, Suite 425 , Melville, NY 11747 Phone: (631) 421-9421 FAX: (631) 421-0359  E-mail: info@eop.com
www.careersnow-online.com/
Careers Now Online

CareersNow-Online.com currently publishes three diversity job journals; Hispanic Hotline, Black Careers Now and Asian Pacific Careers. Print circulation for Hispanic Hotline is 8,000, Black Careers Now 5,000 and Asian Pacific Careers 5,000. The job journals are published monthly and circulate in California, Oregon, Washington, Nevada and Arizona.

www.acenet.edu/AM/Template.cfm?Section=CAREE
Center for Advancement of Racial And Ethnic Equity (CAREE) supervises ACE's Minority Initiative, which was launched in 1981 in response to declining rates of minority participation in higher education. Through such publications as the Minorities in Higher Education 2002-2003, Twentieth Annual Status Report (2003) and others, CAREE has become one of the nation's major sources of information on the educational status of minorities, exemplary programs aimed at improving the campus climate for persons of color, and the challenges faced by academe in its efforts to continue to increase participation rates and degree attainment by U.S. ethnic minorities.

www.civilrights.org/
CivilRights.org

Civilrights.org is a collaboration of the Leadership Conference on Civil Rights and the Leadership Conference on Civil Rights Education Fund. Its mission: to serve as the site of record for relevant and up-to-the minute civil rights news and information. 

www.cic.uiuc.edu

COMMITTEE FOR INSITUTIONAL COOPERATION 

A Midwest consortium of universities that promotes programs and activities throughout the University system. Encourages collaboration between colleges. Site has a directory of Minority Ph.D., MFA, and MLS recipients who wish to increase their professional opportunities as well as offering a recruitment source for the universities. There is also a similar directory for women and science and engineering. Committee also uses Senior Diversity Officers connecting through conferences/forums linking campuses in sharing tips on diversity.

www.corpdiversitysearch.com/
Corporate Diversity Search, Inc. 

A nationwide executive search firm specializing in the placement of women and minorities.

www.corvision.com/ 
Covision Media, Inc.
Distributes several diversity related videos and resources, including DIVERSE TEAMS AT WORK: CAPITALIZING ON THE POWER OF DIVERSITY and DIVERSITY UNPLUGGED.
www4.nas.edu/ffellows/ffellows.nsf

DIRECTORY OF FORD FELLOWS 
An online directory of those minority postdoctoral fellowship recipients awarded since 1980.
www.diversityinc.com/
Diversity, Inc.

Diversity Inc.'s editorial mission is to provide education and clarity on the business benefits of diversity.

www.diversitycentral.com
Diversity Central
The online site for the Cultural Diversity at Work newsletter and related resources.

www.diversityjournal.com/
DIVERSITY JOURNAL

Forum for business diversity.

www.diversityresources.com/
DIVERSITY RESOURCES

Information and training materials about diversity in the workforce.


www.diversitysearch.com
Diversity Search

Career development and job search site, with searchable database with extensive links. 


www.eop.com/
Equal Opportunity Publication, Inc.
Publishers of Equal Opportunity, Woman Engineer, Minority Engineer, CAREERS & the disABLED and WD-Workforce Diversity, career magazines for affirmative action and workforce diversity.
http://bgess.berkeley.edu/faculty/
FUTURE BLACK FACULTY DATABASE, THE 

Known as the “registry of tomorrow teacher’s” this site contains records or doctoral candidates, recent graduates and professional seeking jobs in academia. All are of African American decent and want to obtain tenure-track faculty positions within five to seven years. It is a free search engine for potential applicants.


www.hirethisability.com/recruit.htm
Hire this Ability

Recruiting qualified workers with disabilities is frequently described by employers as frustrating and perplexing. However, there are some steps that can be taken to help simplify the process. First, let it be known you are actively seeking job candidates with disabilities. Be sure to send your vacancy announcements to disability-related organizations and agencies. State on your job announcements your interest in receiving applications from people with disabilities. Traditional recruitment techniques frequently do not work effectively because so many individuals with disabilities acquire their job skills and placement assistance in programs outside traditional job training and placement programs. Employers need to consider internal as well as external sources when seeking applicants with disabilities. Internally there may be potential applicants, including those who have acquired disabilities on or off the job.

www.hacu.net/

HISPANIC ASSOCIATION OF COLLEGES AND UNIVERSITIES 
HACU represents 300 higher education schools with 2/3 of Hispanic students attending them. Useful for creating outreach and contacts links with institutions that educate a higher percentage of minority students. Those schools who do not qualify as a member, can become partners in the goals of advancement of Hispanic students.

www.hispanicoutlook.com

HISPANIC OUTLOOK IN HIGHER EDUCATION 
The sole Hispanic journal for today’s college campuses. The website and journal reach a broad

cultural audience of educators, students, administrators, student services, community-based organizations plus corporations. Includes tips, articles, advertisement, etc.

www.htiprogram.org/
HISPANIC THEOLOGICAL INITIATIVE 
An organization that runs programs, networking and resource development for Hispanic scholars in order to increase their numbers in seminary and universities. Useful towards the goal of faculty recruitment is the HIT placement service that connects these students with access to employers and the employers with the students.

http://jobs.hbcuconnect.com/
About HBCUCareerCenter.com
Dedicated to serving the Students and Alumni of Historically Black Colleges & Universities, HBCUCareerCenter.com delivers the Internet's largest job collection specifically for HBCU Students and Graduates, all direct from the hiring companies and organizations that recruit HBCU talent. Using creative web development techniques, and input from leading Human Resources executives, we bring to the web the most effective system for connecting HBCU talent with the employer's that seek to recruit them.
www.matrix.msu.edu/jobs

H-NET JOB GUIDE 
A free website service (posting) and resource for those seeking employment/employees in the Histories, Humanities and Social Sciences.

www.imdiversity.com

IMDIVERSITY.COM 

This site is concerned with “connecting America’s employers with multicultural job seekers.” Provides access to open jobs via the Internet that are offered by the Employer members. To become a member, must see their sales department.

www.latpro.com
LatPro.com

LatPro created the first Hispanic / Latino and bilingual professional employment web site in 1997 and has deepened its market leadership every year with consistent innovation and recognition.  Today, LatPro is by far the largest diversity employment web site in the United States and is the leading source for Spanish/English and Portuguese/English bilinguals throughout the Americas.

www.gardenswartzrowe.com/booklist.html 
Managing Diversity: A Complete Desk Reference and Planning Guide by Lee Gardenswartz and Anita Rowe
The latest edition of the guide (which first appeared in 1992) reflects the rapidly changing demography of the American workforce. A blend of theory and practice, the guide offers approximately 100 charts, checklists, suggested activities, worksheets, systems audits, exercises, sample interview questions, and tip sheets to promote systemic diversity implementation. The authors show how to recruit, retain, mentor, and promote diverse employees to eliminate high turnover rates and build cohesive, productive, cross-cultural work teams.
www.mwdd.com
MINORITY AND WOMEN DOCTORAL DIRECTORY 

A minority registry of doctoral/master’s degree (or soon-to-be) recipients entering the job

market. Offers up-to-date contacts with these students as well as other pertinent information.

www.minorityexecsearch.com/
Minority Executive Search

Specializing in women and minority job placement nationwide.

http://core.ecu.edu/psyc/nowaczykr/faclgp/minority.html
MINORITY SCHOLARS-IN-RESIDENCE PROGRAM 
This site is organized by over 20 different liberal arts colleges. It offers a one-year fellowship for

minority post/pre doctoral students with an equivalent entry level instructors salary. Scholars receive mentoring and are required to teach and research. Example program; potential of leading to tenured positions later.


www.tmaonline.net/ 

The Multicultural Advantage

An online community for people of color with extensive links to information resources for career and recruitment, healthy living, family unity, life long learning and more. It also maintains a job bank.

www.nafeo.org
NATIONAL ASSOCIATION FOR EQUAL OPPORTUNITY IN

HIGHER EDUCATION 
An organization associated with Black Colleges and Universities, this organization promotes the advancement of minority students and minority educators and their issues. Their website offers job posting online and a Career Fair page where the postings are viewed along with other information.


www.nbmbaa.org/employment/enDefault.htm
National Black MBA Association, Inc.
Employment Network Hotline
The NBMBAA is a non-profit organization of minority MBA's, business professionals, business students and entrepreneurs in both the private and public sectors throughout the country. Members share a commitment to education and business-the two keys to the economic development of the African American community. Advertisements will be electronically posted, and listings are sent to all chapters for distribution to members. Job postings are viewable online for 30 days.

www.grad.washington.edu/nameexch/national/
NATIONAL NAME EXCHANGE, THE 
A program that serves member institutions and undergrad minority students, connecting those students interested in graduate study with schools looking for interested underrepresented students pursuing a graduate degree and who can potentially contribute to academia.


www.naaap.org/ 
National Association of Asian American Professionals

The NAAAP Vision provides a broad range of Asian American professional and educational services that meets the needs of individuals, corporations and government through the efforts, experiences, talents and dedication of our volunteers. 


www.nadm.org/
National Association of Diversity Management, NADM
Diversity Resources Online is a platform for disseminating information and a comprehensive resource center for many aspects of diversity in education, human resources, the public sector, health care and the society at large. The web site includes full text articles from The International Journal of Diversity & Synergy, a new electronic journal published by NADM. Other online resources include a newsletter, discussion forums, as well as information on programs and services.

www.ncbi.org
National Coalition Building Institute
The National Coalition Building Institute (NCBI) is a nonprofit leadership training organization based in Washington, D.C. Founded in 1984, NCBI has been working to eliminate prejudice and intergroup conflict in communities throughout the world. Information on discussion groups, campus programs, training programs and more are available on the web site.


www.nmci.org/
National Multicultural Institute
The National MultiCultural Institute (NMCI) was founded in 1983to increase communication, understanding and respect among people of different racial, ethnic and cultural backgrounds, and to provide a forum for discussion of the critical issues of multiculturalism facing our society. The web site includes program and services information (including diversity training and consulting services), job and internship opportunities, and a catalog of publications.


www.nod.org/
National Organization on Disability
The National Organization on Disability was founded in 1982 at the conclusion of the United Nations International Year of Disabled Persons. As well as providing information on the organization and their programs, this site includes Frequently Asked Questions, an ADA Fact Sheet, Employment Resources, and lists of publications, press releases, contact information and links to related sites.

www.nsbe.org/
National Society of Black Engineers

The National Society of Black Engineers (NSBE) with more than 10,000 members is the largest student-managed organization in the country. NSBE's mission is to increase the number of culturally responsible Black engineers who excel academically, succeed professionally and positively impact the community. The organization stimulates and develops student interest in the various engineering disciplines and to encourage and advise minority youth in their pursuit of an engineering career. 

www.nul.org
NATIONAL URBAN LEAGUE 

One of the oldest national organizations promoting the advancement of African Americans. The website offers a career center where jobs may be posted and viewed.

www.nebhe.org/diversity_programs.html
THE NEW ENGLAND BOARD OF HIGHER EDUCATION EXCELLENCE THROUGH DIVERSITY INITIATIVE 

This organization encourages recruitment and retention of minority students and future faculty. Of particular interest is their Doctoral Scholars Program – supporting scholars getting there graduate degree and publishes an annual directory of doctoral students who are interested in postsecondary teaching.


www.dol.gov/dol/odep
Office of Disability Employment Policy
In the FY 2001 budget, Congress approved a new Office of Disability Employment Policy for the Department of Labor. Programs and staff of the former President's Committee on Employment of People with Disabilities have been integrated in this new office. The mission of ODEP will be to bring a heightened and permanent long-term focus to the goal of increasing employment of persons with disabilities.

www.ucc.uconn.edu/~wwwode/index.html
OFFICE OF DIVERISTY AND EQUITY: University of Connecticut
A. website for this offices offers an Examples of Recruitment Resources list that provides many useful examples of where to start recruitment including alumni of student organization directed towards minorities, professional and general organization etc.

www.preparing-faculty.org
PREPARING FUTURE FACULTY 
A  cooperative program involving 43 doctoral institutions and other partners interested in the promotion of doctoral students pursuing faculty positions. They offer a free listserv, where

job positions can be posted, (see PFF Job Listserv) and sent to doctoral student in the PFF program.


www.progayjobs.com
ProGay Jobs

This is an easy to navigate site designed to help the gay and lesbian job seeker or consultant find the perfect positive work environment with a company committed to diversity.

http://nextwave.sciencemag.org/div.dtl
Science Magazine: The Next Wave Diversity Articles

You can search this section of Next Wave or you can scroll down the page to browse the features, links, and articles in Diversity and Work Life.

www.sacnas.org/
Society for Advancement of Chicanos and Native Americans in Science (SACNAS)

The Society for Advancement of Chicanos and Native Americans in Science (SACNAS) has drawn its ranks primarily from science professors. The encouragement of Chicano, Latino, and Native American students to pursue graduate studies in the fields of research and science teaching has become the society's mission. The SACNAS Web site features employment listings and other recruitment resources.


www.shrm.org/diversity/
Society for Human Resource Management-Workplace Diversity Initiative
Designed for businesses creating a workplace diversity initiative, this site is updated regularly and includes information on diversity training, selecting consultants, affirmative action, recruitment retention, and more. Also included are links to a diversity reading room, bulletin board, toolkit, SHRM's diversity committee, Mosaics, SHRM's bi-monthly diversity publication, and other diversity resources.


www.swe.org/
Society of Women Engineers

The Society of Women Engineers (SWE) encourages women to achieve full potential in careers as engineers and leaders, expands the image of the engineering profession as a positive force in improving the quality of life, and demonstrates the value of diversity. Its bimonthly magazine publishes openings for faculty positions in higher education as well in a variety of industries. The Society maintains a mailing list for electronic job postings. Individual members, as well as companies, are encouraged to post their available jobs. The service is free. 

www.sreb.org/programs/dsp/publications/facultydiversity/intro.asp

SOUTHERN REGIONAL EDUCATION BOARD’S DOCTORAL

SCHOLARS PROGRAM, THE 
The organization seeks to encourage more minority students to get advance degrees and then interest them in seeking faculty positions. Offers financial aid, teaching/mentor opportunity, networking and has a career/job links.

www.nativejobs.com

TRIBAL EMPLOYMENT NEWSLETTER, THE 
This site provides a nationwide job bank directed at Native American Indians looking for

employment. Also publishes the Tribal Employment Newsletter to help increase the effectiveness for advertising institutions diversity recruiting. For a fee, institutions can post ads, banners, etc. with job vacancies.

www.facultyvoice.com

UNIVERSITY FACULTY VOICE 
An online newspaper affiliated with the HBCU (Historically Black Colleges and Universities) provides information on fellowships, vacant positions, job listings. Also has advertising online.

www.ujobbank.com

UNIVERSITY JOB BANK 
Website devoted to connecting career resources and opportunities with those looking for employment. Positions may be posted for a one-time fee, or a yearly fee. There are several categories to post under, faculty, staff/administrative, executive, postdoctoral and others.

www.inform.umd.edu/EdRes/Topic/Diversity/
The University of Maryland's Diversity Database
 A comprehensive index of multicultural and diversity resources. Includes resources for faculty and sample syllabi

www.wihe.com
WOMEN IN HIGHER EDUCATION 

A monthly news journal concerning women’s issues on campuses. Reaches 12000 readers. Includes a career link for job posting (including online).


www.workplacediversity.com
WorkplaceDiversity.com

WorkplaceDiversity.com - The Source For Diversity Talent is a career web site for corporate and executive recruiters who want to reach experienced, high caliber diversity candidates. Advanced search technology, insider company research, and award winning career content combine to make this site a long-term professional resource. 
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