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Tenure-Track Faculty Search Procedures and Guidelines

I. Introduction

This process is designed for consistency, to enable a tenure-track search and to capture selection rationale at each decision stage.  Consistent process and transparent reasons are effective methods for providing equal opportunity.

Search & Screen Meeting:  A meeting of the Vice Provost, School Deans, Faculty Affairs, Department Chairs, and Search Committee chairs to discuss overall process and expectations, explain timetable, explain budget, and discuss active recruitment strategies will occur annually.  Attendees can also include the Administrative Managers and the Administrative Coordinators supporting the search process.

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 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.

II. The Search Committee

A. Confidentiality

1. Members of the search committee, including consultants, are reminded that their deliberations, as well as application materials (except as described above), should be treated with the strictest adherence to confidentiality.  This also includes an expectation that no discussions will 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 department seeking approval to fill a tenure-track position should establish a search committee.  Even before the position is approved for a search, the committee can do some preliminary work and be ready to start when approval to search is received.

2. A Search Committee is elected by the department from the tenured faculty in the department (CBA 12..23a) 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.
3. 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.  Only members of a search committee may vote.
a. Variations:  If the department is interdisciplinary or if the department wishes to increase the diversity of its search committee by adding ethnic minorities or women, faculty members from other departments may be invited to join the search committee as a member or in an advisory capacity 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.  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), but failure of committee members to participate in all deliberations runs the risk of having the search process invalidated.
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 Vice Provost for Academic Affairs meeting is held in the spring semester and includes the chairs of all tenure-track search committees, the department chairs of those departments, the school deans, the administrative coordinators, the administrative managers, and Faculty Affairs.  The meeting is designed to discuss the overall search process and expectations.  Even if chairs or deans have attended a similar meeting in a previous year, they are expected to attend, both to learn whatever is current and to contribute their expertise.
3. It is essential that each search committee schedule 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 packet is approved.  The Administrative Coordinator is encouraged to attend the meeting. If a department has not recruited recently for a tenure-track position, an early date for this meeting is helpful in developing the position opportunity announcement and in planning search strategy.  Please call Faculty Affairs at x42101 or x43236.
III. The Position Opportunity Announcement, Recruitment Strategy, Endorsement and Acknowledgement of Applications
A. Position Opportunity Announcement

1. Using appropriate departmental consultative procedures develop the draft of your position opportunity announcement (Sample POA).  This is a crucial 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 A.B.D.s in your pool, it must be stated in the POA.  If you would like to consider candidates with doctoral degrees other than the Ph.D., or terminal M.F.A. degree, then be less specific (Doctorate, Master’s Degree, etc.) in your description.  
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. In considering your deadline, be realistic in terms of the timeframe and the type of candidates you are seeking to apply.  To ensure timely processing of application materials, it may be necessary for Faculty Affairs to modify  your deadline.  Questions or concerns about the pool must be brought to the dean’s attention to determine how best to further proceed.  Should your dean recommend to re-post the position, then it would be considered a brand new search, which means essentially starting all over again.  Candidates from the first pool would have to re-apply should you reach the consensus to re-post.
B. Recruitment Strategy and Advertising
1.  A good recruitment strategy is an active one. This does not include formal interviews at national, regional or state professional meetings or conferences.
Examples:
· 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.
2. All ad copy 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.

3. All ads are placed by Faculty Affairs, even last minute advertising and those that are free.  Upon approval, departments must provide an electronic version of all ads. 

4. If you let the Dean/Director and Faculty Affairs know about imminent deadlines, the process can be expedited.   ListServs are to be submitted by the department after approval of content from the Dean and the Vice Provost.

5. If publication deadlines in the appropriate journal(s) in our discipline are early, a brief, general ad, stating the position title and providing the link to the future electronic posting of the POA.

6. Please allow one week for review and approval of the packet.
C. Endorsement

1. Once you have developed your draft position opportunity announcement and recruitment strategy, the Endorsement packet should be forwarded to 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 the following:
· Endorsement for Position Opportunity Announcement form with preferences for disposition letters
· Attachment describing proposed recruitment strategy

· Draft Position Opportunity Announcement

· Position Opportunity Advertising Request form.  One form and copy for each vendor.
3.  After changes are made, forward final copy electronically to Faculty Affairs for web posting.  The department can then link the announcement of their website to the Faculty Affairs website and begin their recruitment process.

D. Applicant Information and Acknowledgement

1. All personal information is entered into PeopleSoft.  Submitted materials are posted to a secure website for committee review after the deadline.
2. Through the entry of applicant information into PeopleSoft, disposition letters are created.   The acknowledgement letter includes a checklist of materials received related to the recruitment.
3. All acknowledgement letters are sent by Faculty Affairs.  Subsequent disposition letters can be sent by the Department.  Indication of preference is noted on the Endorsement form.
IV. Develop the Screening/Interview Process
A. The search committee develops criteria to be used in screening the submitted applications.  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.
B. 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.  Sometime between this state and the actual interviews, 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?”

C. The next step is to develop at least one question or screening device for each criterion.  It will assist in reviewing proposed questions and criteria if, next to each proposed criterion, you indicate the number of question(s) which correspond(s) to it.
D. The committee’s proposed questions and criteria should be submitted to Faculty Affairs before the first application deadline for the position.  Within a few days after forwarding the questions and criteria to Faculty Affairs, the chair of the search committee will receive an e-mail regarding requested changes.  A final copy of the questions and criteria are to be submitted with the Approval to Interview packet.

V. Screen Applications and Check References
A. Screen Applications
1. Members of the search committee should screen all applications as soon as applicant materials are available on the secure website.  The materials will be available within 3 days after the deadline and continue to be posted as received.

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. Check References on Finalist and 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 screened its finalist or 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).

3. At the time of confirming references, the applicants are to be instructed to complete the Academic Application form.  The form needs to be faxed to the department as soon as possible and the original form to follow in the mail.

4. 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.

5. 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.

6. 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.

C. Discussion
1. 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.

2. Since search committees are expected to recommend at least three candidates for each opening, it is usual to select five or six candidates to be interviewed.  Should any candidate decline the invitation to interview, an appropriate alternate, if any, should be selected.
3. 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.  Generally speaking, such rating sheets should be used to note significant or qualifying skills and not to produce a numerical rating.
VI. Submit the Approval to Interview Packet and the Interview
A. Submit Approval to Interview Packet

1. Complete an Approval to Interview form at the time you are ready to invite candidates to interview and only after all Academic Application forms have been received.

2. 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.  All candidates should meet with a) the Department Chair, b) the School Dean/Director and c) the Vice Provost.  The committee should contact the dean’s staff to confirm the dean’s schedule prior to scheduling interviews.  Call Faculty Affairs at x42101 or x43236 to schedule the appointments with the Vice Provost.

· Academic Application form for each candidate listed on the Approval to Interview form. 

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

4. Within 4 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.
5. Discussion

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

b. The information provided by Faculty Affairs at the initial meeting and through the Approval to Interview process will help you avoid common pitfalls in the recruitment process, and assist you in meeting your diversity goals.
c. 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.

d. 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.

B. 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 the Vice Provost.
3. An exit meeting for each candidate should be scheduled with the department chair.  At a minimum, it should include information about when the candidate can expect to hear the result of the interview process, about when/if the candidate can expect to receive a travel reimbursement, and it should provide an opportunity to ask any other questions that arise.  It is helpful to 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
1. 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.
2. 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.

3. 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.

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

5. 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.

6. 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.  
7. 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.

VII. Review Finalists, Telephone Offer of Employment, and Letter of Offer
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. Please use the criteria outlined in the POA to avoid any mistakes in the selection process.

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. Letter of Offer

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 oral 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 also 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.

VIII. Final Recruitment Report
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 may be used in a complaint process or be subpoenaed.

2. At the conclusion of the recruitment, all committee notes must be shredded.  The notes should be forwarded to Faculty Affairs after the candidate is recommended.

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
1. 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.

IX. Submit Final Recruitment Report Packet
A. 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.  The packet should include:

1. The Final Recruitment Report Form

2. A sealed envelope with all notes from the search committee (excluding any blank scoring formats) which will be shredded after the conclusion of the review process.

B. 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.

C. Discussion
1. 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 three years.

2. Any materials not in an electronic format must be retained by the department for three years (i.e., copies of publications).
X. Disposition Letters
A. PeopleSoft permits the issuance of letters for signature by the department chair or search committee chair or as a somewhat generic e-mail letter from Faculty Affairs.  The search would have made the determination regarding who was sending letters on the Endorsement form.

B. Send 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 that the finalist(s) returns the signed letter of offer, Faculty Affairs will code the records in PeopleSoft of the remaining candidates, informing them of the outcome of the search.  This letter will be distributed electronically to the department for signature and distribution.
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.  If any candidate requests this information in writing, please refer to Letter #9.  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.

XI. Perform Post-Hiring Analysis
A. In the academic year after the completion of any tenure-track hire, it is strongly recommended that the department carefully review the process which was used.  The better the review at this stage, the smoother the process will be for any future recruitments.  The department chair and the search committee chair might want to address the following points:

1. Was the announcement effective and did the recruitment strategy yield sufficient qualified and competitive candidates?

2. Did the logistics work in terms of timetable, screening applications, interviews, etc.?

3. Were the questions and criteria successful in identifying the finalist(s)’ qualifications?

4. Did the candidates seem to feel welcomed and comfortable?  Did we get to know them sufficiently?  Did they leave with a positive impression of SSU?

5. Were we successful?  Did we find who we wanted with the qualifications we sought?  Were we able to meet our affirmative action or diversity goal?

B. Discussion
1. If this review/meeting is effective, it should result in a list of recommended changes that can be given to the chair of the next tenure-track search committee and can be shared with Faculty Affairs and should enhance or streamline the process used in future recruitments.

XII. Provide Orientation

A. 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. Refer them to the Reference Desk of the Library to get a library card.

7. Brief them about the services available through Information Technology.

8. 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.

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

10. Provide them with information about the Faculty Affirmative Action Development Program and other opportunities for funding and/or release time for scholarly pursuits.

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

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

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

B. Discussion
1. The Professional Development Subcommittee and the Center for Teaching and Professional Development (CTPD) provide an orientation program and a mentor program for new tenure-track faculty.  The mentor program matches junior or senior faculty with new tenure-track faculty.  The mentor can play an important role in assisting tenure-track faculty members in settling into the campus, in grant development, in teaching strategies, in preparing their RTP dossiers, and so forth.  The mentor is usually not a member of the same department.  The PDS will assist in matching newly hired faculty with potential mentors.  Contact either the Vice Provost at x43236 or the Director of the CTPD at x42873/x4CTPD.
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