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Diversity Planning: Hiring, Pedagogy, Multiculturalism/Internationalism and the Curriculum, and Student Diversity Office of Academic Affairs

This document attempts to provide guidance for the Office of Academic Affairs to pursue planning and implementation of programs to 1) increase the hiring of a diverse faculty; 2) provide faculty with training and approaches to teaching diverse students; 3) include in the curriculum a reflection of the diversity of the region, nation and world and assist faculty in changing the curriculum in that direction; 4) ensure that the student body is diverse and that access and progress to the degree are facilitated. Accountability for these actions include the preparation of department hiring plans, program and university accreditation, student and curriculum assessment, and various opportunities for faculty professional development, including pedagogy for teaching a diverse student body.

I. The Diversity Context

The self-study report prepared for the WASC accreditation visit in the Spring 2001 provided an update on diversity at San Francisco State: San Francisco State University, as a public, urban institution serving one of the largest and most diverse student bodies in the nation, bears both a pragmatic and an ethical responsibility to enunciate and embody principles which reflect a fundamental respect for all people. Through teaching and example, the university strives to inspire and prepare its members to participate and lead in a pluralistic society. San Francisco State has always embraced diversity. Its "Principles of Conduct for a Multicultural University" were adopted by SFSU's Commission on Human Relations in its final report of May 1990, and later affirmed by the Academic Senate (See Example G).

Foremost among those principles, the university affirms that: "As a major institution of higher education, public, urban, and diverse, SFSU has a special responsibility to both set forth and live by principles which reflect a fundamental respect for our fellow beings, regardless of culture or ethnicity." It is "committed to the goal of a multicultural community that prepares and. inspires its members for successful participation and effective leadership in a pluralistic society." The university welcomes diversity as an opportunity for teaching, developing, and promoting multicultural competencies and understandings. Racial, ethnic, gender, sexual identity, disability, religious, and other individual or group differences shall not be regarded as hindrances to success. Rather they shall be treated as positive opportunities for the enrichment of our educational resources and the quality of our campus life.
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The demographics of the campus continue to evolve. The student body has not had an ethnic majority for over a decade. Currently (Fall 2000), the student body consists of approximately 38% White, 35% Asian/Filipino/Pacific Islander, 14% Chicano/Mexican American/Other Hispanic, 7% African American, 1% Native American, and 5% other non-White students. Although the faculty, staff, and administrative ranks are less diverse than those of the students, they, nonetheless, represent a moderately diverse community. The faculty include approximately 70% White, 14% Asian, 6% Hispanic, 6% African American, and 4% other non-White. The administration composition is-69% White, 15% Asian, 7% Hispanic, and 9% African American. The staff data show more representation from underrepresented groups. Whites are 49%; Asians 30%; Hispanics 11%; African Americans 8%, and other non-Whites 2%.

In terms of gender, women represent 43.5% of the tenured/tenure-track faculty. In administrator ranks, they constitute 47.3%. Regarding staff, women represent 57.7% but still are underrepresented in traditionally male occupations such as trades and public safety.

Changing employment patterns present the greatest opportunities and challenges to diversifying the campus' staff, faculty, and administrative ranks. The large number of retirements will give the greatest opportunity to diversify that has ever been afforded the university. SFSU will be attempting to hire, however, in the shadow of post-Proposition 209 fear and in competition with all of the other campuses that will be competing drawing from the same pool. For this reason, it is even more imperative that the university succeed in developing new, aggressive affirmative action plans that are specifically tailored to be effective in each of the academic units.

University members continue to struggle with interpersonal and inter-group conflicts in a culture that has become more litigious. The university community will need to expand its ability to offer informal and alternative conflict resolution processes that encourage individuals and groups to settle their differences before they need to be addressed by more formal complaint or grievance processes, or by litigation. These new initiatives may include a range of options from conflict resolution training to alternative resolution processes such as mediation or peer-adjudicated dispute resolution. These options are being studied, and the university is examining' the resource implications for initiating such processes.

With the recent reorganization of the disability programs, the university is in the process of refining its approach to disability access and services, with an emphasis on advantages from the consolidation of resources and expertise in a single unit. Continuing to improve physical access to older structures and designing universally accessible new structures will be a high priority. In addition, the university will continue to encourage cross-department collaboration on educational programs that will improve the campus community's
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understanding of disability-related concerns. The university will need to actively investigate new sources of revenue to support these important yet costly endeavors.

Finally, the university, through its "Pulse" and other survey methods, should continuously assess the quality of human relations on campus, and initiate programmatic responses where indicated, in order to become an increasingly accessible and nurturing community.

II. Addressing Diversity: Planning and Action

Diversity planning for the hiring of faculty must include the active involvement of departmental hiring HRT committees, the Office of Human Relations and the Office of Faculty Affairs. Each has a role to play and each must work in concert with each other to ensure that every effort has been made to bring to the faculty equity and diversity. Through department hiring plans the department should make explicit how diverse goals through hiring would be met. Additionally, through program review departments should ensure that student diversity is achieved, the curriculum reflects multicultural and international content and that faculty are prepared to teach a diverse student body.

A. Department Hiring Plans Designed to Achieve Diversity

All Departments in concert with their respective College Deans must have in place a Faculty Hiring Plan which provides an overview of the department and thereby guides faculty hiring in the unit for the next 2-5 years and possibly beyond. Although referred to as a hiring plan, departmental plans focus on hiring but need to address a series of other issues in establishing a context for faculty recruitment and hiring. It is in that plan where there needs to be attention to diversity in faculty hiring. No less important than changes in the knowledge base or curricular variation in shaping faculty hiring is the diversity profile of faculty in the Department.

Thus, hiring plans need to include attention to, among others:

a goal statement, reflecting a vision of the program in the future in accord with the College and University mission and goals; an overview of the curriculum and course offerings;

the extent to which the curriculum reflects the infusion of international and multicultural perspectives;

the preparation of faculty to use various pedagogical approaches with students from diverse backgrounds; anticipation of program review or accreditation;

student demand for courses which serve both non majors and majors;
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the efficiency of the department in meeting FTES goals and ensuring timely progress to the degree of students;

- the diversity of students;

- employment and other opportunities for graduating students;

- the diversity of faculty by, among others, gender and ethnicity; 
- the demography of the faculty profile, including leaves, retirements; 
- the workload of faculty, including efforts to achieve three course teaching loads;

- the ratio of lecturers and tenure track faculty, including efforts to reduce dependence on the former and increase the latter,

While departments need to ensure that the diversity of the faculty is maximized relative to regional, state and national availability, quantitative goals or quotas should not be established. Instead, it is important for faculty of the department as a whole and the hiring committee for a given position, to discuss how the diversity of the department can be increased, the direction of that increase, the desirability of making every effort to enhance diversity, .and soon. At times, it is the ways in which positions are defined, in others it is the ways in which the position is advertised or where the position is advertised which shapes the applicant pool. Making advertisements more general tend to broaden and deepen an applicant pool whereas employing a narrowly defined advertisement limits the pool. Further, the qualifications established for applicants may limit the pool to a very few whereas stating minima requirements may increase the pool.

The Director of Affirmative Action stands ready to assist Departments in these matters and should be called on for assistance. His office can provide workshops for faculty in developing an affirmative action plan and advice and assistance in the conduct of faculty searches to ensure a broad and diverse pool of applicants.

1. Recruiting and Hiring Diverse Faculty

The Office of Faculty Affairs and the Office of Human Relations are in place to assist departments in successfully recruiting and hiring faculty, with special emphasis on faculty from diverse backgrounds. The request for a faculty tenure track position varies by college but ultimately becomes an item of discussion between the college dean and the provost. The Hiring Plan of the Department plays a pivotal role in that discussion. Once a position is approved by the Provost and funding has been identified (Example A), a joint letter (Example B) from the Dean of Faculty Affairs and Director of Affirmative Action will be sent to the dean of the college authorizing the department to begin the search and including the search number. The Director of Affirmative Action (Example C-1) will also send the following forms:

•
Affirmative Action Procedures (Example C-2)

•
Procedures for Recruiting and Hiring Tenure-track Faculty (Example C-3)
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• Sex and Ethnic Identification and Referral Information Form (Example C-4)

•
Responses from Sex and Ethnic Identification and Referral Information Form (Example C-5)

•
Faculty Recruitment Support (C-6')

•
Availability Data for Recruitment (Example C-7)

The recruitment plan for a tenure-track search generally includes the following:

•
Advertisement in professional publications, including the dates and number of times the notice will be published.

•
Distribution of notices to colleges, universities, and professional organizations, including a date when the information wilt be sent and the name of the office to which the notice will be sent.

•
Distribution of the position vacancy announcement at professional meetings.

•
Posting of the advertisement as soon as it is approved, on the department's

Web site, with links to the college, Faculty Affairs, Affirmative Action, and Human Resources offices.

•
Direct solicitation of faculty, students, and colleagues.

• 
Review by the hiring committee of application files once the deadline has closed or an earlier date if agreed upon by the hiring committee.

• 
Review by the chair/director if he/she is not part of the hiring committee.

•
Identification of anticipated date on which list of semi-finalists is to be determined by hiring committee.

• 
Identification of anticipated date on which the department chair/director will review and submit comments if he/she is not part of the hiring committee.

•
Announcement of list of semi-finalists to the campus and preparation for on campus interviews.

•
Planning of dates for each visit and scheduling on appropriate administrators' calendars. Scheduling of date, time and location of general and special meetings for each candidate.

•
Setting date by which hiring committee will reach a decision and submit the decision to chair/director or dean.

•
Setting date by which chair's/director's recommendation will be submitted to the dean (if appropriate).

•
Setting date by which dean's recommendation will be submitted to the Provost.

Examples of relevant action steps before recruitment or hiring:

1) Develop or acquire from relevant professional organizations a diversity database of prospective candidate (e.g. in the field of Psychology the American Psychological Association publishes an ethnic minority directory and a directory of new Ph.D's by gender and ethnicity.

2) Begin membership and participation in professional organizations or attend professional conferences within the discipline that attract large numbers of
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under represented groups (e.g. in many fields, there are either ethnic or gender caucuses at the traditional professional organizations or even separate organizations).

3) Recruit lecturers from under represented groups, including candidates from nearby doctoral programs

4) Develop a visiting lecturer program targeted to attract under represented candidates.

Examples of relevant action steps during recruitment and hiring:

1) Advertise in professional media that target professionals who are currently under represented in your department (consider joint ads with other departments to save advertising dollars).

2) Send job notices to Ph.D. programs that tend to graduate largest numbers of under representative candidates (e.g. Black Issues in Higher Education and Outlook publish the lists of Ph.D. programs that produce the largest numbers of African, Asian, Latino and Native American graduates).

3) Send job notices to HBCU's, Hispanic Serving Institutions, the Asian and Tribal College consortia and others who would maintain professional networks with candidates fro under represented groups.

4) Have faculty in the department send personalized letters to colleagues who may have students or be eligible.

5) Advertise through email trees for relevant professional groups.

Hiring committees are encouraged to contact the Affirmative Action Office for assistance before the recruitment plan is adopted. The Affirmative Action Office will review the plan and recommend additional recruitment sources, if necessary, to ensure a diversified pool of candidates. The Affirmative Action Office uses data obtained from the National Research Council, including the proportion of women and minorities with the required educational background or equivalent qualifications who are available for the position for which the department is recruiting. (See Example C-7).

Completing the Affirmative Action Forms. As each file is reviewed and a decision is reached, the hiring committee should complete the forms that are required by the Affirmative Action Office. It is important to take time to document the reason for elimination of candidates at each stage of the screening process. This will help expedite the completion of the report once the committee has reached a conclusion on the list of semi-finalists.
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When the pool of semi-finalists (Example E) has been determined, the hiring committee must, after concurrence by the department chair, submit the list to the Affirmative Action Office for review. If the semi.-finalist group is representative of the availability pool for the position being recruited, the hiring committee will be permitted to conduct reference interviews. If the pool is deficient, the Affirmative Action Office will notify the dean and the department chair that it must be expanded.

Fair employment practice requires that each applicant have the opportunity to respond to the same questions. Example F identifies questions that are either appropriate or inappropriate. This chart should be consulted before the campus interviews begin.

The Hiring Committee Recruitment Process Report (Example D) should be submitted to the Affirmative Action Office as soon as the hiring committee is ready to submit its recommendation for hire to the administrative levels.
•
Table 2 should include information gathered from applicant responses to the

Sex and Ethnic Identification Referral Information form (Example C-5).

•
Tables II through V are completed with information gathered by the hiring

committee during the search process.

•
In the event no one is selected from the recruitment effort, the result should be reported in Table III.

Receipt of the Hiring Committee Recruitment Process Report completes the Affirmative Action Office monitoring of the progress of the tenure-track faculty search. If the search is cancelled or extended, it is important to inform both the Dean of Faculty Affairs and the Affirmative Action Office.

Commitment and Preparation for Addressing Diversity. An applicant should be asked to demonstrate how he/she would address the needs of a diverse student population (See Example F for appropriate and inappropriate inquiries). For example, affirmation should be sought for endorsing the Academic Senate's statement on addressing multicultural populations, including cultures or ethnic, multi-ethnic, and bicultural groups as defined in the scholarly literature and groups or communities as defined both in scholarly literature and in daily experience: women, the gay/lesbian/bisexual/transgender community, the disabled, the elderly (see Appendix G). Some appropriate areas for discussion might include course syllabi, teaching strategies, and student advising. Many point out that there is a unique student body at San Francisco State which requires multiple pedagogical strategies and attention to teaching in response to learning styles. It would be important to assess the extent to which new faculty are able to play affirmative roles in these areas.

B. Pedagogy to Address Diversity-Faculty Preparation

A profile of the students at San Francisco State would recognize the ethnic, socio-economic and cultural diversity which characterizes the population. The recognition of this diversity raises many issues and concerns in regards to methods of instruction;
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the motivational and learning characteristics of students; the need to address accommodations required for optimum learning for students with special needs; the dominant paradigms and canons in the academic disciplines; evaluating teaching effectiveness and appropriate assessment. Faculty development efforts at San Francisco State move beyond discussing diversity in terms of global characteristics, and incorporate Banks (1991) suggestions that encourage the examination of the interplay of social and cultural diversity with learning styles, curriculum content, special accommodations and instructional styles. Faculty are encouraged to develop strategies that involve all their students in a generative process of learning by affirming the presence and validity of diverse teaming styles and by maximizing the learning conditions through the use of instructional design principles that take into account learning differences and increase the possibilities of success for all students.

Today's faculty members must learn about the social and cultural diversity of their students and focus on critical factors that influence learning. Anderson and Adams have identified variations in the following 6 areas:

• 
Social relational skills, values, and characteristics

•
Information-processing orientations and skills

•
Communication patterns

•
Learning styles and strategies

•
Motivational styles

•
Psychological characteristics

These differences may be attributed to learned behavior from participation in social settings. Numerous factors influence the evolution of particular styles for particular students. That the students differ is a given. Most importantly, faculty are encouraged to address the critical questions raised by Anderson and Adams:

•
Are stylistic differences so pronounced that we can make clear distinctions among groups?

•
Have the socio-cultural experiences of diverse populations been so encapsulated that their fundamental ways of knowing about the world are categorically distinct?

•
Does a focus on differences suggest that certain groups are deficient and need different treatment and access?

•
Is it feasible to discuss changes or adaptations in instructional style in order to accommodate diverse learning styles?

Throughout our consideration of such questions faculty must be careful of stereotypes and establishing self-fulfilling prophesies:

Training sessions available through the Center for the Enhancement of Teaching provide faculty the opportunity to explore these issues, examine their teaching methodology, develop strategies to engage this diverse student population and to exchange effective interventions and assessment strategies with their peers.
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Topics presented in the training sessions include the following:

•
Exploration of different learning styles and effective teaching strategies associated with each

•
Designing flexible and-responsive instruction using Kolb's (1986) experiential learning model

•
Using technology to enhance learning opportunities for students

•
Instructional strategies that promote active listening and note taking

•
Principles for interacting with linguistically and culturally diverse students

•
Strategies for facilitating engaging, inclusive discussions
•
Designing effective assignments and providing helpful formative and summative feedback

•
General instructional strategies which promote language and concept development for all students

•
Developing assessment strategies that reinforce learning, evaluate effectiveness of intervention and direct instruction

•
Using course evaluations to improve instruction, promote more effective learning and effect programmatic changes

C. Infusing Multiculturalism and Internationalism into the Curriculum

Fostering multiculturalism and internationalism at San Francisco State means facilitating and supporting faculty curricular and instructional development by integrating multicultural and intercultural perspectives into existing undergraduate and graduate programs. The methods, approaches, and the philosophy of individuals regarding multiculturalism and internationalism in the curriculum can vary widely but all affirm the goal of inclusion of diverse perspectives in the education of all students at SFSU. Although the University has a strong and long-standing commitment to teaching and learning about diversity, which was initially led by the College of Ethnic Studies, multicultural and international education is not a fixed topic but a comparatively new and evolving curricular initiative that will undoubtedly continue to change over time, especially as California and the San Francisco Bay Area become increasingly culturally diverse (See Appendix G).

Over the years there have been several committees and task forces which have addressed multiculturalism and internationalism within the University. Most recently, since 1998, there has been in existence a task force created jointly by the Academic Senate and the Office of Academic Affairs. Its specific charges include:

• Designing a program of faculty development within which opportunities will be provided for faculty and teaching assistants to infuse multicultural and international perspectives into the curriculum; including training workshops in
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the interpersonal as well as pedagogical/curricular aspects of teaching and learning in diverse settings.

•
Establishing the criteria and determining the process of screening proposals for curriculum and instructional development.

•
Developing the criteria which may be used in academic program review for evaluating the presence and effectiveness of multicultural and international perspectives in the curriculum.

•
Evaluating the need for the creation of a standing multicultural and international implementation committee to replace the task force.

In the self study for the WASC accreditation review in the Spring 2001, it is noted that a major recommendation from the institution's strategic plan was that learning objectives relating to diversity, multiculturalism, and discrimination should be infused throughout the curriculum in all departments and appropriate courses. Such an infusion of multiculturalism and internationalism in courses was supported during the 1999-2000 academic year with funding made available by the Office of Academic Affairs. The task force wrote and distributed a three-page Request for Proposals (RFP) which elicited twenty-seven responses. Fifteen proposals were recommended for funding to support faculty members across many different departments and disciplines. The success of these funded activities has the potential to be very broad-ranging, as faculty cross-list and combine multicultural courses across academic disciplines. In addition to receiving these awards, recipients are expected to become involved in discussions about enhancing multiculturalism and internationalism in the curriculum and to assist the task force in determining how these goals might be accomplished.

As was mentioned, an RFP announced the availability of funding for the purpose of developing multicultural and international content in courses. Proposers were invited to examine the wide-ranging context of multiculturalism and to develop or revise existing courses, design workshops and instruct others on multiculturalism, or create interdisciplinary opportunities to promote cultural awareness and diversity between and among academic disciplines at SFSU.

The specific guidelines and criteria for selection were as follows:

•
Development of a new course that infuses, expands, and enhances multicultural and international perspectives in a discipline (or across disciplines) by exploring the significance of culture, ethnicity, race, class, gender, sexuality, and disability in a particular field or fields.
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•
Development of collaborative opportunities to merge, revise, or cross-list existing courses with the College of Ethnic Studies in order to enhance the teaching of multiculturalism and internationalism across academic disciplines.

•
Improvement and expansion of an existing multicultural or international program at SFSU to better establish unity among programs, departments, and/or community groups in hopes of sharing ideas, resources, and common interests.

• 
Faculty workshop development and training that will assist faculty in developing courses on multicultural and international perspectives in the curriculum, such as the role of ethnicity, race, class, gender, sexuality, and disability in all academic disciplines at SFSU."

Beyond the work of the task force in facilitating multiculturalism and internationalism in the curriculum is the process of Program review. The new guidelines for the fifth cycle of academic program review explicitly ask the university's degree programs to demonstrate how they are incorporating multicultural perspectives into their respective curricula Program review requires that each department describe how multicultural issues are addressed in each program. The Program review process is guided by the statement of principles drawn from Academic Senate Policy from the early 1990s (see appendix G). To the degree that the department included curricular goals related to diversity issues, it would be appropriate to include how the curriculum is delivered in ways that are relevant and accessible to the variety of the students served. Examples of such program goals and their associated action steps would be:

1)
Insure that classroom spaces are physically accessible to all students who will be attending.

2)
Include multiple teaching and learning methods to better address a variety of learning styles.

3)
Include multiple assessment and testing methods to insure that students strengths in relationship to test taking are addressed.

4)
Provide diverse opportunities to apply knowledge to areas of life and prospective profession that represent a range of diverse life or career options.

5)
Work with CET to provide training to new and continuing faculty on best practices regarding teaching a diverse student body.

Additionally, there is an expectation that General Education (Segment II) courses offered within a college will be reviewed with explicit attention to the infusion of multicultural issues as appropriate to the disciplines involved. There will also be an
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•
Describe and evaluate the mechanisms in place for ensuring that students are graduating in a timely manner, including reference to scheduling efforts which promote this.

• Evaluate any scholarship and other outreach activities of the program.

• Include representative samples of student brochures and/or websites describing the programs in an appendix

•
Evaluate student advising procedures. Include representative samples of advising .materials including electronic resources such as websites in an appendix.

•
Identify special assistance, services or activities which are regularly provided to students by the program.

Appendices For Diversity Planning: Hiring; Pedagogy, Multiculturalism/Internationalism and the Curriculum, and Student Diversity

San Francisco State University
Office of Academic Affairs
July 2001

EXAMPLE A

FORM
Tenure-Track Request
(This form must be completed for every tenure-track position request.)

College: 

Department: 

Date submitted:
Projected rank of appointment:

Rank(s) in advertisement:

Expected date of appointment:
[] Readvertise previously failed search

[] I Convert non-tenure-track position

[] New position allocation

[] J Replace tenured/tenure-track position currently filled by:

[] Name
Date of Termination

Termination reason:
 [ ] termination; [ ] resignation; [ ] retirement [ ] FERP; [ ] death

Department Profile for Most Recent Fall Semester

Committed tenure ratio:
FTEF:
FTES: 
SFR (FTES/FTEF):


Affirmative action headcount data for tenured/tenure-track faculty:

non-minority males:

non-minority females:

minority males:
minority females:

disabled:

Use data from the following reports to complete this section: committed tenure ratio worksheet, HRF staffing summary, Academic sources FTES by department and college report, HRF affirmative action report.

Coalition request rationale and affirmative action goals (attach proposed position description, advertisement, recruitment in, and, if necessary, a detailed statement):

Department Chair:

Date:

College Dean's endorsement and comment (attach detailed statement if necessary):

College Dean:

Date:
Provost and Vice President for Academic Affairs' Response:

You are hereby authorized to begin the process of filing the position described above. I cannot authorize the filling of this position at this time for the reasons stated:

Search number:

Provost and Vice President for Academic Affairs:

Date:

Position cannot be advertised until the Provost and Vice President for Academic Affairs has approved this request; and the Dean of Faculty Affairs and Professional Development and Director of Affirmative Action have approved the position description recruitment plan. All recruitment for tenure-track positions shall follow the policy and procedures in the Faculty Manual. 
Example B

Date

San Francisco State University

Celebrating 100 years of Opportunity 
1899-1999

TO: Dean __
College of __
FROM: Joseph Torres

Director, Affirmative Action

Paul R. Barnes

Dean, Faculty Affairs and Professional Development

SUBJECT: 
Tenure Track Search Number
__
Department __

Assistant/Associate Professor of __
We have reviewed your position description and comments are noted below. Please refer to the search number and position title in any correspondence regarding this position.

Faculty
Affairs, Affirmative Action

The position description meets San Francisco State University's Affirmative Action guidelines.

The position description has been approved by Faculty Affairs.

The position description needs modification as described below. Please send a revised copy for our records and proceed with advertising.

The position description needs modification as described below. Please submit the position description for review after modifications have been made and before the department begins advertising.

Comment:

The California State University: Bakersfield, Channel Islands, Chico, Dominquez Hills, Fresno, Fullerton, Hayward, Humboldt, Long Beach, Los Angeles,
Maritime Academy, Monterey Bate. Northridge, Pomona. Sacramento. San Bernardino. San Diego, San Francisco. San Jose. San Luis Obisoo. San Marcos. Sonoma. Stanislav.

Affirmative Action Procedures

Faculty Search Committees
Page 2

Forward the completed report with the Search Committee's recommendation to the approving administrator for signature. Submit the completed and signed Search Committee Recruitment Process Report form to the Affirmative Action Director for review.

5. In the event no recommendation results from the recruitment effort, this should be. indicated in Table III of the report and forwarded as outlined above.

6. Receipt of the Search Committee Recruitment Process Report completes the Affirmative Action Office monitoring of the progress of the tenure-track faculty search. Please information the Affirmative Action Office if the search is cancelled or extended.

Feel free to contact the Affirmative Action Office at extension 86435 if there are any questions.

EXAMPLE C-1

Office of Human Relations

Affirmative Action & Employment Equity Programs

Date

TO: ___

Chair, ___ Department

FROM: Joseph Torres

Director, Affirmative Action

SUBJECT: Assistant/Associate Professor of
__
Tenure Track Search Number __
I have enclosed the University's Affirmative' Procedures for Faculty Search Committees. Please review and follow these procedures when the department searches for tenure-track faculty positions. The forms that are referenced in the document are attached.

In addition, I have included the general Procedures for Recruiting and Hiring Tenure-track Faculty for your reading as well.

If you have any questions, please do not hesitate to call me at (415) 338-7170. Thank you for your cooperation.

Attachments

Affirmative Action Procedures

Procedures for Recruiting and Hiring Tenure-track Faculty Sex and Ethnic Identification and Referral Information Form Semi-Finalist Short List Form

Acceptable and Unacceptable Pre-Employment Inquiries Search Committee Recruitment Process Report

Example C-2

AFFIRMATIVE ACTION PROCEDURES 
Faculty Search Committees

Recruitment

1. The Affirmative Action Office (AAO) will review the department's recruitment plan and recommend additional sources, if necessary, to ensure a diversified pool of candidates. Search Committees are encouraged to contact the AAO early for recruitment assistance before the recruitment plan is finalized.

Applicants

1. Send a Sex and Ethnic Identification and Referral Information form (MO #003) to all applicants applying for the position immediately upon receipt of their vitae. The Search Committee should first complete Part B and the bottom of the form, detach it, and send it by campus mail to the Affirmative Action Office. Part A is mailed to the applicant along with a stamped reply envelope that is pre-addressed to 'the Affirmative Action Office, San Francisco State University, 1600 Holloway Avenue, San Francisco, CA 94132. A supply of the Form 003 and business reply envelopes are available from Corporate Express.

2. As soon as a decision is reached, the Semi-Finalist Short List Form (MO 001) should be completed and submitted to the Affirmative Action Office. This must be filed before invitations for a campus visit are issued. The Affirmative Action Director will check whether the selection pool is representative of the availability pool for the position being recruited. If the selection pool is not representative, the Director will contact the college dean and/or department chair and recommend that the search be continued.

3. Review the guidelines on appropriate and inappropriate questions prior to interviewing candidates. The document Acceptable and Unacceptable Pre-employment Inquiries is Example F in the Faculty Recruitment and Hiring Handbook.

4. Complete the Search Committee Recruitment Process Report (MO 004) as soon as the Search Committee's recommendation is ready for administrative approval.

Table I of the report should be completed with information gathered from applicant responses to the Sex and Ethnic Identification and Referral Information form. A breakdown of responses from the Sex and Ethnic Identification and Referral Information form will be sent to the Search Committee soon after the application deadline. Tables II through V are completed with information gathered by the Search Committee.

Example C-3
PROCEDURES FOR RECRUITING AND HIRING TENURE-TRACK FACULTY

Address any questions regarding the following policy and procedures to the Director, Affirmative Action Office, Extension 86435.

1. Request for tenure track position. Departments submit a written request for a new tenure-track position to the Provost and Vice President for Academic Affairs (herein after known as the Provost) via the college dean. College deans may make a request for a tenure-track position at any time; however, deans will normally request tenure-track allocations in October. The Provost will notify the college dean regarding the position allocation decision as soon as possible but no later than early November. Recruitment for the position should begin immediately upon notification of the approval in order to attract the best candidates and to complete the process before the end of the academic year.

2. Preparation of the position announcement. The position announcement shall be consistent with the Provost's position allocation and should be sufficiently detailed to provide applicants with essential information about the position and departments with a document from which to develop screening criteria.

The position vacancy announcement will include:

(a) position title

(b) position description

(c) required and preferred qualifications

(d) salary range

(e) date position is to be filled

(f) application deadline

(g) application procedure (to whom to apply and documents required)

(h) information about the department and university (optional)

(i) statement that San Francisco State University is an "Affirmative Action/Equal Opportunity Employer"

3. Position announcement and recruitment plan. Departments submit copies of the position announcement and recruitment plan through the college dean to the Dean of Faculty Affairs and Professional Development and to the Director of Affirmative Action. Recruitment may begin after both offices have approved the announcement and notified the college and department.

4. Advertising the position vacancy. Tenure-track position vacancies must be advertised nationally and regionally in appropriate media for the discipline, and must be posted in relevant department and college offices for a minimum of 45 calendar days prior to closing the search. The recruitment effort should include at a minimum:

(a) a mailing to colleges and universities and other institutions or organizations appropriate to the discipline;

(b) announcements in newsletters or journals; and

(c) a mailing to organizations which can refer qualified women, minorities, and disabled individuals

Example C-3

Specialized mailing lists and/or other media information may be obtained from the Affirmative Action Office.

5.

Acknowledge the applicant's response. All applicants must be sent an acknowledgement-of their application, which may request additional information if needed, and which includes the Sex and Ethnic Identification and Referral Information Form (MO) 003) and a business reply envelope pre-addressed to the Affirmative Action Office, San Francisco State University, 1600 Holloway Avenue, San Francisco, CA 94132-4048. Complete the top and bottom portions of the form; the bottom Part B of the forms are to be forwarded to the Affirmative Action Office when the Part As are sent to the applicants.

6.

Notification of applicant's status. Notify applicants of the status of their candidacy as the screening process proceeds. Applicants who do not meet the minimum qualifications and are rejected in the first screening should be notified in writing as soon as possible. Semi-finalists should not be notified of their non-selection until the final offer has been made and accepted. Proximity to San Francisco State University should not be a factor in the screening process.

7.

Reference check. References for top candidates should be contacted prior to any on-campus interviews. Before telephoning references, the candidates should be notified and give their permission to check references. Members of department search committees who are contacting references are responsible for ensuring that the questions asked and information obtained are related to the position, are non-discriminatory, and are summarized in writing and included in the applicant's file.

8. Request for recruitment funds. Request recruitment funds for travel expenses to bring candidates to the campus from the appropriate college dean.

9. Semi-finalists. Complete and forward Semi-finalist Short List Form (AAO 001) to the Affirmative Action Director for review.

10.  Interview semi-finalists. Only the top candidates for a tenure-track position should be interviewed. The interview process should be consistent for all candidates. (See Acceptable/Unacceptable Pre-employment Inquiries.)

11. Notification of semi-finalists. Send a written notification to all semi-finalists. In addition to sending written notification, a member of the departmental search committee should telephone and inform interviewed but non-selected candidates of the results after the final offer has been made and accepted.

12. Recommendation of the candidate. Recommendations should be forwarded from the departmental search committee to the department chair and college dean. When the dean has completed his/her review, the recommendation is forwarded to the • Dean of Faculty Affairs and Professional Development along with supporting documentation. Supporting documents include of the vita, search committee report, including a copy of the Search Committee Recruitment Process Report (MO 004), the department chair's recommendation, the dean's recommendation, and Faculty Appointment Transaction Form 110. Submit the completed and signed Search Committee Recruitment Process Report Form to the Affirmative Action Director for review.

13. The offer letter. After the Provost or his/her designee has reviewed and approved . the recommended appointment, an official and binding offer letter is prepared by Human Resources for the appropriate college dean's signature.

Up to two years credit towards tenure for prior teaching experience may be requested by the department through the college dean at the time a recommendation for appointment is forward as specified above.

Approved: President's Council, October 21, 1983 Approved: Academic Senate, November 8, 1983

AAO 001

EXAMPLE C-4

SAN FRANCISCO STATE UNIVERSITY SEX AND ETHNIC IDENTIFICATION AND REFERRAL INFORMATION

Department: Complete this portion of Part A and Part B below. Send to applicant along with pre-addressed envelope
Applicant: Verify Search Number and/or Position Title of Vacancy for which you are applying.

Search Number: Position Title:

Recruiting Department:

Part A

APPLICANTS NAME:

SEX AND ETHNIC INFORMATION

Check One:

[ ] Male
[ ] Female

Check One Of The Following: 
Black
Hispanic
Pacific Islander
Mexican American
Asian
White
Filipino
American Indian (Specify Tribal Registration: )

Check All That Apply:

Disabled

Vietnam Era Veteran

Other Veteran With Special Disability Rating

REFERRAL INFORMATION (How did you first learn about this vacancy?)

Advertising. Source:


Announcement Flyer. Where Posted:


Word of Mouth. From: 
Campus Faculty Member 

Campus Administrator

Other Campus Employee

Friend

Relative

Other

Invited to Apply. By:

Campus Faculty Member 

Campus Administrator

Other Campus Employee

Friend

Relative

Other

If none of the above, please specify:
Detach Here


Part B

Department: Complete Part B, detach and send to the Affirmative Action Office as Part A is sent to applicant.

Search Number:

Position Title:

Date Part A Sent:


Closing Date: 
Department:

Reporting Person:

EXAMPLE C-5
Responses from Sex and Ethnic Identification and Referral Information Form

Date:

Search Number: 
Title:

Department:

Closing Date:

Part A's Sent: 
Part A's Received:

SEX AND ETHNICITY INFORMATION

	
	Gender
	Disabled
	Vietnam Era Veteran
	Other* Veteran

	Ethnicity
	Male
	Female
	Male
	Female
	Male
	Female
	Male
	Female

	White

Black

Mexican American

Hispanic

Asian

Filipino

Pacific

Islander

Native

American

Other/Unknown
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	


*With Special Disability Rating

EXAMPLE C-6

Date: 

TO: __
Chair,
__ Department

FROM:  Joseph Torres

Director, Affirmative Action

SUBJECT: Faculty Recruitment Support

Attached are supplementary recruitment resources to assist the department's search efforts to fill the following tenure-track faculty position:

Appointment Level
Assistant/Associate Professor 
Position Title
__
Search Number
__
After reviewing the position announcement and recruitment plan, the attached recruitment resources were compiled from various sources, including databases of academic progra s; on-line electronic listings; directories of organizations and associations; directories of minority and women faculty and Ph.D. recipients; lists of fellowships for minorities, women, and people with disabilities; and publications serving minorities, women, or people with disabilities.

If there are questions about these resources, please call extension 86435. For assistance with the affirmative action process, please contact me directly at extension 87170.

Attachment

EXAMPLE C-7

AVAILABILITY DATA FOR RECRUITMENT

Date: 
Search Number:

School/Department: 
Position:

Women __

Minorities __
The above figures are based on the best information obtainable on the proportion of women and minorities with the required educational background or otherwise qualified and available for the position for which the department is recruiting. University policy also encourages affirmative action in the recruitment of disabled persons and veterans for which specific availability data does not exist. ,

The pool of applicants should broadly reflect the above proportions that' will indicate an effective recruitment effort. Equal opportunity should be operative at all levels of the selection process and can take place only if the department begins with equitable representation in initial applications.

Joseph Torres

Director Affirmative Action Office Extension 86435

Availability Field: Discipline

EXAMPLE D

SEARCH COMMITTEE

Recruitment Process Report (FORWARD TO THE AFFIRMATIVE ACTION OFFICE)

Department
Position Vacancy:
Date:

I. Applications
, Applicants advanced to Simi-finalist pool

Minority Men
Minority Women

Non-Minority Women
Non-Minority Men 
Men (Ethnicity Unknown)
Women (Ethnicity Unknown)
Minority (Sex Unknown)
Non-Minority (Sex Unknown)
Ethnicity and Sex Unknown

TOTALS

II. Applicants Interviewed with: 
Doct., A.B.D., Other
Minority Men

Minority Women
Non-Minority Women

Non-Minority Men

TOTALS
III. Candidates Recommended by Committee with:
Doct., A.B.D., Other

Minority Men


Minority Women

Non-Minority Women

Non-Minority Men

TOTALS

IV. Recruitment Strategies for This Position:

Advertising Media:


Publication Dates:


Posting Locations:


Organizations, etc. contacted:


Special Efforts to recruit women, minorities, disabled:

V. Candidate Information: (Indicate known demographics by check mark)

Note: The following was originally formatted as a table

	Finalists Recommended
	Male
	Female
	Ethnic minority
	Disabled
	Vietnam Verteran
	Ranking (Optional
	Reason for Ranking/Recommendation

	
	
	
	
	
	
	
	

	Interviewed, Not Recommended
	
	
	
	
	
	
	Reasons for Non Selection

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


AFFIRMATIVE ACTION APPROVAL:

Reviewed and Approved by:


HRT or Search Committee Chair

Department Chair/Director

College Dean/Vice President Comments:

Affirmative Action Officer

EXAMPLE E

SEMI-FINALISTS SHORT LIST

Department Search Committee: Complete the information requested in Part A. 
List semifinalists for vacancy position in Part B. Use additional sheets if needed: 
Forward to Affirmative Action Office

Part A 
Search Number:

Position Title:

Recruiting Department:

Reporting Person:

Part B

Semi-finalists,
For AAO Use Only.

1.

2.
3.


4.


5.


6.


7.


8.


9.


10.
For AAO Use Only:

Women %

Minorities %

AAO #001

12/00

Example F
	ACCEPTABLE PRE-EMPLOYMENT INQUIRIES
	SUBJECT
	UNACCEPTABLE PRE EMPLOYMENT INQUIRIES
	

	'Have you ever worked for this University under a different name?'
	Name
	Former name of applicant whose name has been changed by court order or otherwise.
	

	Applicant's place of residence.

How long applicant has been a resident of this State or city?
	Address or

Duration of

Residence
	
	

	Can you, after employment, submit a birth certificate or other proof of U.S. citizenship or age?
	Birthplace
	Birthplace of applicant

Birthplace of applicant's parents, spouse or other relatives.

Requirement that applicant submit a birth certificate, naturalization or baptismal record.
	

	"If hired, can you furnish proof of age? /or/ Statement that hire is subject to verification that applicant's age meets legal requirements.

Statement by employers of regular days, hours or shift to be worked
	Age

Religious
	Questions which tend to identify applicants 40 to 64 years of age.

Applicant's religious denomination or affiliation, church, parish, pastor, or religious holidays observed.
"Do you attend religious services /or/ a house of worship?

Applicant may not be told, 'This is a Catholic/Protestant/Jewish/atheist organization
	

	
	Race or

Color
	Complexion, color of the skin, or other questions directly or

Indirectly indicating race or color.
	

	Statement that photograph may be required after

employment
	Photograph
	Requirement that applicant affix a photograph to his/her

application form.

Request applicant, at his/her option, to submit photograph.

Requirement of photograph after interview but before hiring.
	

	Statement by employer that if hired applicant may be required to submit proof of citizenship.
	Citizenship
	'Are you a United States citizen?

Whether applicant or applicant's parents or spouse are naturalized or native-born U.S. citizens.

Date when applicant or parents or spouse acquired U.S. citizenship.

Requirement that applicant produce naturalization papers or

first papers.
	

	Language applicant reads, speaks, or writes fluently.
	National

Origin or

Ancestry
	Applicant's nationality, lineage, ancestry, national origin,

descent or parentage.

Date of arrival in U.S. or port of entry, how long a resident.

Nationality of applicants parents or spouse; maiden name of

applicant's wife or mother.

Language commonly used by applicant "What is your mother

tongue?"

How applicant acquired skill to read, write, or speak a foreign

language.
	

	Applicant's academic, vocational, or professional

education; schools attended.
	Education
	Date last attended high school.
	

	Applicants work experience.

Applicant's military experience in armed forces of

U.S., in a State militia (U.S.), or in a particular branch

of U.S. armed forces.
	Experience
	Applicant's military experience (general).

Type of military discharge.
	

	
	Character
	'Have you ever been arrested?
	

	Names of applicant's relatives already employed by

the University.
	Relatives
	Marital status or number of dependents.

Name and address of relative, spouse or children of adult

applicant

"With whom do you reside?
"Do you live with your parents?
	

	Organizations. clubs, professional societies, or other

associations of which applicant is a member,

excluding any names the character of which indicates

the face, religious creed, color, national origin, or

ancestry of its members.
	Organizations
	"List all organizations, clubs, societies, and lodges to which you belong."
	

	"How did. you learn about the vacant position?"
	References
	Requirement of submission of a list of religious references.
	

	"Do you have any physical condition which may limit

your ability to perform the job applied for?

Statement by employer that offer may be made

contingent upon or by passing a physical examination.
	Physical

Condition
	'Do you have any physical disabilities?

Questions on general medical condition.

Inquiries as to receipt of Worker's Compensation.
	

	Notice to the applicant that any misstatements or

omissions of material facts in his/her application may

be cause for dismissal.
	Miscellaneous
	Any inquiry that is not job-related or necessary for determining

an applicant's eligibility for employment
	


EXAMPLE G

ACADEMIC MISSION AND GOALS FOR SAN FRANCISCO STATE UNIVERSITY. ACADEMIC SENATE POLICY #S92-176

At its meeting of April 21, 1992, the Academic Senate approved the following mission and goals for San Francisco State University:

The mission of San Francisco State University is to create and maintain an environment for learning that promotes respect for and appreciation of scholarship, freedom, human diversity, and the cultural mosaic of the City of San Francisco and the Bay Area; to promote excellence in instruction and intellectual accomplishment; and to provide broadly accessible higher education for residents of the region and state, as well as the nation and world. To fulfill its mission, the University is committed to the following goals:

* attracting, retaining, and graduating a highly diverse student body;

* providing disciplinary and interdisciplinary liberal arts and professional education that is academically rigorous and intellectually challenging;

* providing curricula that reflect all dimensions of human diversity, and that encourage critical thinking and social and cultural awareness;

* recruiting, retaining, and supporting a diverse faculty whose teaching demonstrates an active engagement with their individual fields of study and whose creative and scholarly work is an extension of the classroom, laboratory, or studio;

* employing a staff and administration reflecting the diversity of the community and the values of the campus.

* fostering a collegial and cooperative intellectual environment that includes recognition and appreciation of differing viewpoints and promotes academic freedom within the University community; and

* serving the communities with which its students and faculty are engaged. 
THE MISSION IN CONTEXT

The history of San Francisco State University contributes unique elements to its mission. The University existed solely as a teacher training institution from 1899 to 1935, first as a normal school, then as a teachers' college. Although officially a liberal arts college after 1935, and a university since 1972, one important aspect of the University's mission has remained teacher education, a function shared throughout the campus. The University established the School of Ethnic Studies in 1969, the first such school in the nation; it offers baccalaureate and post-baccalaureate degree programs, and a broad range of courses that meet general education and other graduation requirements. Many of the University's current discipline-based departments have been created since the early 1960s, succeeding broadly interdisciplinary divisions; and the University has continued an active commitment to interdisciplinary studies. Responsibility for general education is widely shared among interdisciplinary and discipline-specific units; new baccalaureate and post-baccalaureate programs in recent years have been largely interdisciplinary in nature.

Because San Francisco State University is the only public, comprehensive university located in San . Francisco, the heart of the fifth-largest metropolitan area in the nation, its urban character contributes unique elements to its mission. For example, San Francisco is a world-renowned cultural center; hence, the University's students have the opportunity to study with prominent literary, performing, and creative artists. The San Francisco Bay Area is an international center for science and technology, furnishing opportunities for students to study and work with leaders in these fields. San Francisco Bay forms a unique living laboratory for estuarine studies. The City is an international center for business, labor, and finance; hence, students can learn from and work with leaders in these fields. The Bay Area is a major center for higher education; hence, students and faculty have opportunities for significant scholarly interchange and interaction. The city itself provides a working environment for a variety of academic programs, including a downtown center. San Francisco's heterogeneous population is reflected in the diversity of SFSU students and increasingly in the diversity of the faculty, staff, and curriculum. In all these ways and more, the University encourages active participation with individuals and organizations in the Bay Area, working on community projects in economic, social, scientific, and cultural areas.

The mission of San Francisco State University is defined in part by its status as one of the twenty campuses that make up the California State University, the largest four-year higher-education system in the country. Thus, the mission of the University incorporates that of the California State University, which is to provide undergraduate and graduate instruction through the master's degree in the liberal arts and sciences and the professions; have the option to award doctoral degrees jointly with the University of California or with a private institution of post-secondary education; assume a broad responsibility to the public good and welfare of the state, which shall be particularly exercised through projects and programs aimed at regional economic, social, and cultural development; encourage and support programs of public service for its students and faculty; and engage in research, scholarship, and creative activity that supports its instructional mission, involves students, and/or supports its public service role.

To carry out its mission, the University provides a wide range of liberal arts and professional programs and offers an undergraduate general education program intended to provide training in basic skills, expose students to major areas of knowledge, and demonstrate the interrelations of knowledge. The University is committed to providing the best possible education for all its students and to responding to their needs through special programs, co-curricular services and activities, and student governance. The University encourages both informed and readily available advising and imagination and innovation in curricula and instruction. The University seeks to enhance instruction through scholarly and creative activities; extend areas of scientific and cultural knowledge; and apply scholarly, scientific, and creative endeavors to the solutions of specific problems. The University is committed to shared governance through the Academic Senate, which recommends standards, policies, and procedures regarding the curriculum, instruction, professional performance, and related academic matters.

Through planning, the University must develop a vision of its future derived centrally from its mission and goals. The University must respond to new developments in knowledge, to the evolving needs of its ever-changing student body, and to resource realities, while fostering the commitments derived from its unique history and its engagement with the rich cultural tapestry of the City of San Francisco and the San Francisco Bay Area.

***** APPROVED BY PRESIDENT CORRIGAN ON MAY 8, 1992 *****

7/16/2001 3:35 PM

PRINCIPLES RECOMMENDED BY THE WORKING COMMITTEES ON MULTICULTURAL PERSPECTIVES IN THE CURRICULUM

Jan Gregory, J.E. (Penny) Saffold, James Todd
San Francisco State University 1992

[excerpted from Position Statement and Plan of Action: Multicultural Perspectives in the Curriculum -- Academic Senate Policy #S92-179]

1) SFSU affirms that the curriculum of the University should draw upon and reflect the diversity in perspectives and ways of knowing inherent in the Bay Area's, and the modern world’s population
2) SFSU affirms that for the purposes of addressing the demand for multi-cultural education, the University will define broadly those denoted, including cultures or ethnic, multi-ethnic, and bicultural groups as defined in the scholarly literature and groups or communities as defined both in scholarly literature and in daily experience: women, the gay/lesbian/bisexual community, the disabled, the elderly.
3) SFSU recognizes that no single approach to the inclusion of culturally sensitive and diverse perspectives can address all the issues raised by this range of groups, that the academy's curricular and pedagogical responses to issues arising from the traditional exclusion of these groups from the curriculum must itself be flexible and inclusionary.

4) SFSU affirms the importance of distinguishing which of a broad range of goals a specific course or courses may be addressing in responding to the mandate for multicultural education; these goals may vary according to discipline, the orientation of a discipline, the perceived capabilities and expertise of faculty within the discipline. In some cases, a focus on "teaching to diversity" may be more relevant than well-meant but inadequate attempts to "teach about diversity," and more appropriate to the discipline itself. In other cases, the focus will more naturally be upon contributions to the human record and/or to the discipline itself made by persons of diverse backgrounds, orientations, cultural/intellectual styles, or upon social action to remedy inequities, or upon economic issues. In yet others, the focus will most appropriately be upon the human relations aspects of living in a pluralistic society. And in some, the focus will be issues of biculturalism or bilingualism as the means by which a course can present students with greater knowledge of and exploration into the significance of value patterns, differing discourse models and logics, ways of processing "reality," modes of knowing and behaving.

5) SFSU recognizes that multicultural education is not a fixed fact but a comparatively new and evolving--way of thinking about the task of the University, calling for a pedagogy which has yet to be fully explored and which will undoubtedly change over time. It recognizes as well that its faculty will continue to explore and develop discipline-specific approaches to inclusion within the curriculum of the perspectives, knowledge, and experience of diverse peoples. Thus SFSU affirms that multicultural education is itself multi-dimensional and multi-tiered.

