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The Academic Affairs Faculty Recruitment and Hiring Handbook Faculty Employment

Faculty employment is governed by the Agreement between the Board of Trustees of the California State University (CSU) and the California Faculty Association (CFA): Unit 3_-Faculty (hereinafter known as the Collective Bargaining Agreement); Title 5 of the California Code of Regulations; the laws governing the CSU in the California Education Code; system-wide regulations that implement resolutions of the Board of Trustees; Executive Orders and policy directives issued by the Chancellor of the CSU and his/her designee; policy directives issued by the President of SFSU; other pertinent statutes and regulations; and SFSU Academic Senate policies.

In case of error or possible misinterpretation, it should be understood that the Collective Bargaining Agreement, government codes and statutes, Trustee and Chancellor policies, and official university policy are controlling. The Collective Bargaining Agreement is used as an inclusive term, incorporating by reference all amendments ratified by CSU and CFA subsequent to the original Collective Bargaining Agreement.

Unless otherwise stated, "faculty" in this document refers to Unit 3 employees in Academic Affairs. The term "dean" includes the eight college deans and the university librarian.

The dean of the college or university librarian, under authority delegated by the President to the Provost and Vice President for Academic Affairs (hereinafter known as the Provost), makes an offer of appointment to the faculty upon the recommendation of the hiring committee. Normally, these appointments are on a probationary basis. During probation, a faculty member is reappointed one year at a time until he/she receives tenure or a terminal appointment year. Probation is defined as service rendered toward qualifying for tenure.

Failure to recruit in accordance with university policy and procedures may cause the search to be extended or aborted by the Provost.
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Planning for the New Tenure-track Position

Each new tenure-track position represents an important investment and provides an opportunity for the department to reevaluate or redefine its mission. Retirement or the availability of salary dollars does not justify new hires. Departments must request and receive approval of a new position from the Provost Vice President for the Academic Affairs. (See Tenure-track Request form, Example A) Decisions should be part of a carefully deliberated plan that must include a review of the memorandum of understanding agreed upon at the end of the most recent Academic Program Review. In requesting a tenure-track position, the department is encouraged to prepare a long-term vision for its future in the context of current faculty interests, expertise, and the curriculum. Departments should consider the emerging research arena and perspectives on the discipline that are not currently represented on the faculty as well as programmatic needs, general or specific arenas of specialization, the diversity of the faculty, and the diversity and needs of undergraduate and graduate students. If there is need for more than one tenure-track position, the department should prioritize its requests.

Once a position is approved, the department should develop required and preferred qualification; criteria for initial screening of candidates; the position description against which the selection of the final candidate will be made; the announcement of the positioning vacancy; and the recruitment plan. The position description and announcement of the vacancy should be written so as to encourage applications from women, members of minority groups, and disabled individuals.

The position description should be carefully worded and a department should be sensitive as to how certain desire qualifications are stated. Qualifications should include awareness of and sensitivity of the educational goals of a multicultural population.

The Role of the Department

Electing the Hiring Committee

Departments elect tenure-track faculty hiring committee by secret ballot of tenure-track and tenured faculty. Both tenured and tenure-track faculty are eligible to serve on the hiring committee. The committee must include at least three members. When there are too few eligible faculty within the department, it will elect members from tenured full-time faculty in related disciplines. The department chair/program director (hereinafter referred to as department chair) may serve on the hiring committee. The department chair will submit a separate recommendation only if he/she does not sit on the hiring committee. The department may, after consultation with the Provost and college dean, elect additional members from the qualified faculty at large to enhance the hiring women, minorities, and disabled individuals/ (Academic Senate Policy F89-159.)

Departmental Hiring Procedures

Each department hiring committee may develop its own internal working procedures. It is important that the department reaches a formal agreement on the process that will be used in searching for and hiring a tenure-track faculty member. Such decisions should be reached before the hiring cycle begins.
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Maintenance of the Search Files

Applications and supporting materials must be kept in the department for a period of two years from the time of hire and must be maintained separate from the personnel files of employed faculty. The department should keep the applications and supporting documentation in a secure place to which access is strictly controlled. No hiring committee member or any other person should remove files from campus. In order to maintain confidentiality of the search process, only hiring committee members may look at these materials.

Announcing the Tenure-track Position Vacancy

The position. announcement should be consistent with the Tenure-Track Request form (Example A) that was approved by the Provost. It should include the following information:

•
Position title

•
Position description

•
Required and preferred qualifications

•
Salary: to be negotiated & commensurate with experience

•
Date position is to be filled (All tenure-track appointments start at the beginning of the academic year.)

•
Application deadline

•
Information about the department (optional)

•
Name, mailing address, telephone, and email address of the person to whom documents or correspondence should be sent

•
Statement that SFSU is an "Affirmative Action/Equal Opportunity Employer"

• Statement that candidates should send a letter of application accompanied with a vita, and provide three recent (no more than two years old) letters of recommendation, verification that the candidate has been or shortly will be awarded the appropriate terminal degree, and a date by which the hiring committee needs to have the information.

All advertisements for faculty positions must include one of the three options listed below:

San Francisco State University, a member of the California State University system, serves a diverse student body of 27,000 undergraduate and graduate students. The University seeks to promote appreciation of scholarship, freedom and, human diversity through excellence in instruction and and intellectual accomplishment. SFSU faculty are expected to be effective teachers and demonstrate professional achievement and growth through research, scholarship, and/or creative work. or

San Francisco State University is a comprehensive institution located in a diverse and international urban setting. The University serves a multi-cultural student body of approximately 27,000 and offers more than 200 degree programs. Excellence in teaching is the faculty's primary mission, although research/scholarship/creative work and service to the community are high priorities. The University seeks to provide a climate for learning that promotes appreciation of scholarship, freedom, and human diversity. SFSU is one of 23 campuses in the California State University system. or

San Francisco State University, a large urban university, is part of the 23-campus California State University system and serves a diverse student body in liberal arts, sciences, and professional programs. The mission of the University is to maintain an
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environment for learning that promotes an appreciation of scholarship, freedom, and human diversity; fosters excellence in instruction and intellectual accomplishment; and to provide broadly accessible higher education. SFSU faculty are expected to be effective in teaching; to demonstrate professional achievement and growth through continued research, publications, and/or creative activities; and to contribute their academic expertise and leadership to the campus and community.

Assignment of the Position Tracking Number

The department, through the dean, submits the position announcement and recruitment plan to the Dean of Faculty Affairs and the Director of Affirmative Action. The Dean of Faculty Affairs will assign a number for tracking applicants and for monitoring pre-employment practices (Example $).

Affirmative Action Requirements

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)

•
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 (Example C-6)

•
Availability Data for Recruitment (Example C-7)

The Recruitment Plan

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 will 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.
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•
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.

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).

Minimum Posting Period

The position must be open for a minimum of 45 calendar days beginning with the date the advertisement is first published in the appropriate print media or otherwise disseminated. Exemption from the 45-day requirement may be granted only by the Dean of Faculty Affairs.

The Tenure-track Search Process Acknowledging the Applications

Immediately upon receipt of a letter and a vita from an applicant expressing interest in the position, the hiring committee should send an acknowledgement letter, Part A of the "Sex and Ethnic Identification and Referral Information" form, (Example C-4), and a stamped, - preaddressed envelope to the applicant. The hiring committee must complete Part B of the form, detach it and send it to the Affirmative Action Office. Approximately four weeks after the application deadline date, the Affirmative Action Office will send a breakdown of responses from the Sex and Ethnic Identification and Referral Information form (Example C-5) to the chair of the hiring committee.

The members of the hiring committee and department chair, if part of the hiring committee, are the only persons who are eligible to screen applications for the tenure- track position.

The Applicant's File

On the application deadline, all files should be reviewed. A complete file should include the letter of application and vita, three recent (no more than two years old) letters of recommendation, and verification that the candidate has been or shortly will be awarded the appropriate terminal degree. The hiring committee should contact those with incomplete files and let them know what documents are missing. These applicants should be given a date by which the hiring committee needs to have the information.
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Status of the Application

Applicants who do not meet the minimum qualifications or who are otherwise rejected should be notified in writing as soon as the hiring committee makes this decision. Once the hiring committee has selected the list of semi-finalists, a letter should be sent to each applicant who is not in the pool. Specific reasons candidates have been eliminated must be stated in the Hiring Committee Recruitment Process Report (Example D). Any applicant whose candidacy remains viable should not be notified until a final offer has been made and accepted.

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.

When the pool of semi-finalists (Example E) has been determined, the hiring committee must, after concurrence with 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.

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 I 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.

Contacting the Candidates

Example F identifies the questions that are either appropriate or inappropriate. This list should be consulted before members of the hiring committee conduct any conversations with the candidates.

The Telephone Interview

The telephone interview provides a low-cost opportunity to become acquainted with candidates and adds a personal contact that supplements the paper file. The telephone interview should clearly fit with the recruitment plan. There is a risk in that a person with strong qualifications may
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be eliminated because he/she may not have the best telephone skills. This person may be more successful in a personal, on-campus interview. However, telephone interviews can help the committee to screen a candidate whose written materials are somewhat ambiguous, where it is unclear whether he/she meets the basic criteria.

All candidates must have an equal opportunity to succeed in the telephone interview. The call should be arranged in advance at a mutually convenient time and the candidate should be told what to expect. The questions should be carefully planned and the committee should cover the same ground with each candidate. Each candidate should have an opportunity to ask questions of the hiring committee. If the entire hiring committee is unable to participate in the telephone interview, detailed notes should be taken and then reported to the group. The notes should become part of the candidate's pre-employment file.

The Conference interview

Interviewing candidates at professional conferences can be performed either formally or informally. When doing a formal interview, it is helpful if all the members of the hiring committee are in attendance. A preliminary screening of candidates must be completed prior to arranging the conference interviews. If applicants who are deemed equally qualified are not at the conference, opportunities for a similar interview must be arranged. Conversely, an informal meeting at a conference may be employed. This allows a single member of the hiring committee to gather information and explore areas of mutual interest with attendees who are candidates or prospective candidates.

Addressing Diversity

An applicant should be asked to demonstrate how he/she would address the needs of a diverse student population e.g. : age, cultural background, ethnicity, primary language, and academic background. Some appropriate areas for discussion might include course syllabi, teaching strategies, and student advising.

Checking the Candidates' References

Hiring committees are responsible for checking each candidate's references. As a courtesy, the committee should let candidates know that their references are about to be checked. Reference checks are not limited to names listed by the candidates. The hiring committee may want to make additional reference checks before a final decision is reached. The same list of questions should be asked of each person on the secondary list of references. The hiring committee should carefully avoid volunteering opinions about the candidate or his/her interview.

Members of the hiring committee who contact persons on the reference list, or other individuals, are responsible for ensuring that the questions asked and information obtained relate to the position, are nondiscriminatory, and are summarized in writing and placed in the applicant's file. It is important not to reveal the hiring committee's impression of the candidate or ask any question that is not job-related.

If a hiring committee becomes aware of negative information about a candidate, either formally or informally, it should contact the Dean of Faculty Affairs.

Page 8

The Campus Interview

The duration of the campus visit should be the same for each candidate. The same basic components should be scheduled. These should include: meetings with the hiring committee, department faculty, department chair, and college dean; class presentations; guest lecture; informal meetings with undergraduate and graduate students and recently hired faculty, and tours of appropriate campus facilities. The assessment plan, interview questions, and campus itinerary should be shared with the dean for possible suggestions and approval. The hiring committee should prepare and have available evaluation forms for each component of the interview process.

The Hiring Committee's Role during the On-Campus Interviews

It is important to have a member of the hiring committee meet an out-of-town candidate when he/she arrives.

Members of the hiring committee should escort the candidate and ensure that he/she is properly introduced at all stages of the campus visit.

The hiring committee should provide a packet including a summary of the candidate's vita and the interview schedule to the department and college faculty. The faculty should be encouraged to attend all events.

Fair employment practice requires that each applicant have the opportunity to respond to the same questions. Suggested topics for the interview include:

•
Educational background

•
Teaching experience

•
Appropriateness of training to curricular needs

• 
Breadth and flexibility in teaching areas

•
Demonstrated or demonstrable teaching excellence

•
Evidence of research, scholarship, and creative activities

•
Evidence of ability and willingness to contribute to the university

+
Evidence of interest in being involved in the professional community

•
Interest in working at a large, urban university

•
Demonstrated or demonstrable ability to advise students

•
Ability to work with and motivate a diverse student population

•
Understanding of complex issues relating to diversity

•
Ability to establish cooperative working relationships with students, faculty, and staff

Example F identifies questions that are either appropriate or inappropriate. This chart should be consulted before campus interviews begin.

All candidates, including any on-campus applicants, must be treated fairly and comparably. The same amount of meeting time and social activity must be devoted to the on-campus candidate(s) as is given to the off-campus candidate(s). While the on-campus person may not need a tour of facilities, he/she should have the same opportunities and structured interviews as afforded the off-campus candidates.
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The Exit Interview with the Department Chair

An exit meeting should be scheduled with the department chair. At this point it is appropriate to have a conversation with the candidate about his/her professional and personal needs. The department chair should take time to explain the expectations for retention, tenure, and promotion. It should be made clear to the candidate that this conversation is a mutual exchange of information and definitely not a negotiation. Under no circumstances can a department chair commit university resources to a candidate.

Topics at this juncture often include:

•
Salary range

•
Retention, tenure, and promotion process

•
Department workload

•
Professional development

•
SFSU benefits (medical, dental, retirement, life insurance, etc.) • Housing

At the end of the exit interview, the department chair should inform each candidate of when' he/she might expect to hear the results of the recruitment process. He/she should be given an opportunity to ask questions. When the campus visit is concluded, a member of the hiring committee should assist with the candidate's departure.

Selection of the Finalist

After the campus interviews, the hiring committee should meet as soon as possible to consider all of the strengths and weaknesses of each applicant. Observations should be gathered from all who have met with the candidates. Such feedback is advisory to the hiring committee as it evaluates each candidate. If after review, the pool of semi-finalists is considered inadequate, it may be=necessary to reopen advertising and extend the deadline for accepting applications, or roll the search over to the next academic year.

When the hiring committee and department chair (when not a member of the committee) agree on the finalist, they shall forward a joint recommendation to the dean. The department chair should forward a description of requirements and expectations that the department deems important for inclusion in the offer to the selected candidate. A department may submit a single name or a rank-ordered list to the dean.

In the event of disagreement within the hiring committee or between the hiring committee and the department chair, the department chair and the hiring committee shall meet to attempt to resolve the differences. If the disagreement cannot be resolved, separate recommendations shall be forwarded to the dean. If the dean disagrees with the departmental recommendation, he/she shall meet with the chair and the hiring committee to explain the basis for his/her disagreement. If differences cannot be settled at the college level, the matter may be forwarded to the Provost at the request of the department or dean with an explanation of the basis for disagreement and how the parties attempted to resolve the matter. In instances where agreement cannot be reached between the Provost, dean, department chair, and hiring committee, the hiring decision will be sent back to the department and the search will be reopened.
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If the dean concurs with the recommendation, he/she shall forward the following information to the Provost:

•
The vita

•
An analysis of the strengths and weaknesses of the finalist

•
The department chair's recommendation

•
The dean's recommendation of salary range, including monthly and annual dollar amount.

Under no circumstances should an offer be made prior to approval by the Provost. After the Provost or his/her designee has reviewed and approved the recommended appointment, the Office of Human Resources prepares an official offer letter for the dean's signature. No offer of employment is official and binding upon the university except for the written offer prepared by Human Resources and signed by the appropriate college dean. The finalist must sign a copy stating his/her concurrence with the offer and return it to the college dean. It is then sent to Faculty Affairs for processing. A definite deadline of no more than two weeks is set for an acceptance of the written offer.

Appointment to the Position

If the finalist is not a U.S. citizen, but has permanent residence or possesses a valid H-1 or J-1 visa, he/she is eligible for employment. It is the individual's responsibility to maintain a visa status that permits employment. Questions about a finalist's status should be directed to the campus Office of International Programs.

Appointment to a tenure-track position shall be based upon possession of a doctorate or terminal degree that has been completed at an accredited institution. San Francisco State University does not recognize terminal degrees from unaccredited institutions. It is suggested that the hiring committee verify that the candidate has earned or is in the final stages of earning the terminal degree before he/she is moved to the semi-finalist list. If a tenure-track finalist has not completed the Ph.D. or terminal degree, the offer letter that is prepared by Human Resources will state that the finalist may accept a full-time lecturer appointment for one year only. Upon completion of the terminal degree during the first year of employment, the candidate will be appointed as a probationary Assistant Professor working toward tenure at the beginning of the following academic year

The finalist may want to negotiate certain terms of the offer. This is acceptable if the requests are reasonable and within the general parameters of available resources. Under no circumstance should a department chair make written or verbal offers. An official offer may be made by the dean only after final approval has been given by the Provost.

The President may award tenure at the time of appointment based on an evaluation of past performance and on the recommendation of the department and dean. The criteria used are the same as those for regular tenure.

Immediately upon receipt of the signed acceptance letter, the department chair should notify, in writing, all remaining semi-finalists that the position has been filled. If-any semi-finalist requests information regarding his/her non-selection, the response should be succinct and based upon a specific fact.
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Travel Expenses for On-Campus Interviews

The hiring committee should obtain travel guidelines from the Faculty Affairs Office. Each approved search is provided a travel allocation from the Provost. Expenditures in excess of the allocation will be billed-back to the College Dean or should be paid directly by the College. The Provost's allocation can be used to pay for:

•
Transportation to and from San Francisco; ground transportation between airports, train stations, hotels and the campus.

•
Hotel accommodations (room and applicable taxes only)

Per diem/Meals:

Per diem expenses are the responsibility of the department or college.

Spouse/Companion Travel:

Expenses incurred by a spouse or companion, regardless of the funding source, can only be reimbursed with prior approval from the President.

International Travel:

If a search committee wishes to interview a candidate who requires payment of or reimbursement for international travel (this includes Canada or Mexico, the Dean must send a written request to the Provost. If the request is supported at this level it will be forwarded to the President for approval. Commitments for international travel should only be made once the President has authorized it.

Moving Expenses

Once he/she has accepted the university's offer, the successful candidate should address any questions about moving expenses to the Office of Academic Resources.

Faculty Status Issues in Administrative Searches

Some administrative appointments, especially in Academic Affairs, involve department review of the semi finalists to determine if they are eligible for faculty status and possibly tenure in an academic department/program.

Review and certification of the semi-finalists by a department Hiring, Retention, and Tenure (HRT) Committee is often included in a search process for an administrative position. It is important that the appropriate HRT Committee have an opportunity to meet and evaluate the semi-finalist when he/she is on campus for interviews. The Provost must receive a written recommendation from the HRT Committee that indicates whether the candidate will receive faculty status in his/her academic discipline (Example G).
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EXAMPLE A

Note: The following was originally formatted as a form

Tenure-Track Request

(This form must be completed for every tenure-track position request.)

College:

Department:

Date submitted:

Expected rank of appointment:

[Checkboxes]
Rank(s) in advertisement

Expected date of appointment

Readvertise previously failed search

Convert non-tenure-track position

New position allocation

Replace tenured/tenure-track position currently filled by:

Name:

Date of termination:

Termination reason:

[checkboxes]

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:

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

Position request rationale and affirmative action goals (attach proposed position description, advertisement, recruitment plan, 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:
A 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 and recruitment plan. All recruitment for tenure-track positions shall follow the policy and procedures in the Faculty Manual.
END OF FORM

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
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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
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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:
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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
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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

DATE:

TO: Provost and Vice President for Academic Affairs

FROM: Department of
 HRT Committee

SUBJECT: Faculty Status Recommendation

CANDIDATES NAME: 

POSITION APPLIED FOR: 

EVALUATION/REMARKS:

HRT COMMITTEE RECOMMENDATION:

The HRT Committee recommends that the candidate be granted faculty status at the rank of ____ Chair, HRT Committee

The HRT Committee does not recommend that the candidate be granted faculty status in the Department of ____ Chair, HRT Committee

cc: Hiring Committee

Example G-1
Tenure recommendation memo

DATE:

TO: Provost and Vice President for Academic Affairs

FROM: Department of HRT Committee

SUBJECT: Tenure Recommendation

CANDIDATE'S NAME: 
POSITION APPLIED FOR: 
EVALUATION/REMARKS:

HRT COMMITTEE RECOMMENDATION:

The HRT Committee recommends that the candidate be granted tenure in the Department of ____ Chair, HRT Committee.

The HRT Committee does not recommend that the candidate be granted tenure in the Department of
____ Chair, HRT Committee.

cc: Hiring Committee

