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FACULTY SEARCH CHECKLIST AND TIMELINE
LONG-RANGE ACADEMIC PLANNING (Ongoing)
Departments should develop long-range plans for the growth and change of their discipline and the needs of their students. Long-range planning should reflect SDSU’s campus commitment to diversity in supporting the recruitment and retention of faculty whose research, teaching, and service enlarge historic institutional and disciplinary boundaries. A commitment to diversity is expressed not only through focusing on the background or identity of faculty candidates but also on the intellectual focus of their work.
HIRE ALLOCATION (Spring)
· Departments craft tenure-track search proposals.
· Deans send prioritized tenure-track hire requests to the Provost. 
· Provost reviews recommendations from Academic Senate Tenure-Track Planning Committee and authorizes searches. Academic Affairs issues VPAA# for each authorized search.  
HIRE LAUNCH (Summer to early Fall)
· As soon as feasible, departments or schools elect search committees of at least three tenured/tenure-track faculty members and a committee chair. Committees should be comprised of faculty members with demonstrated record of excellence in research, scholarship, or creative activity and currency in the field; committee membership should also reflect the campus commitment to diversity. Faculty should consider carefully whether service on a search committee may entail “significant conflicts of interest from the standpoint of personal or professional connections.”(Non-tenured/tenure-track faculty members—for example, students or staff--may serve only in an advisory or support role.)
· Search committee can meet with the Office of Employee Relations and Compliance (OERC) to review procedures and policies. Contact Sandra Bullock: sbullock@mail.sdsu.edu; x40492.
· For each approved position, departments submit to the Dean a recruitment plan, search committee roster (if available), list of minimum qualifications, search criteria (including Building on Inclusive Excellence criteria, if desired), and advertisement text, including Title IX, mandated child abuse reporter, and diversity statement.  Deans may ask that departments or schools reconsider search committee composition if committee does not reflect academic excellence and diversity.
· Dean reviews and submits recruitment plan, advertisement text, committee (if available), and criteria to OERC for approval. OERC may ask that departments or schools reconsider search committee composition if committee does not reflect diversity.
· OERC sends recruitment plan, advertisement text, committee, and criteria to Faculty Advancement for posting on Interfolio, Inside Higher Ed, HERC, and the SDSU HR website.
· Departments post job descriptions in professional publications and websites as outlined in the recruitment plan.
APPLICANT REVIEW (Fall semester)
· Committee members attend Faculty Advancement-hosted Interfolio orientation, if needed.
· Committee members complete CSU training module including implicit bias training. Log into CSU Skillport, and locate the “Searches and Recruitment in the CSU: Module 1.” You may locate the module by entering the word “recruitment” into the search bar at the top right of the screen, or click on “Browse the Catalog,” then from the “Systemwide Custom Content” menue, select “Searches and Recruitment.”  
·  Committees discuss search procedures, active search efforts, and implicit bias management.  
· Committee chair or committee as a whole conducts initial review of applications on Interfolio, eliminating candidates who do not meet minimum criteria. Committee may change application status in Interfolio to “no further consideration” to generate automated notice to applicants who do not meet minimum criteria. 
· Committees review remaining applications on Interfolio, documenting search decisions.
· Committees create a short list for interviews and notify the OERC via email.
· OERC reviews and certifies the pool to assure that the search has followed established procedures, clearly documented its rankings, selected semi-finalists or finalists who meet the established criteria, and addressed the campus commitment to diversity.
INTERVIEWS (Fall to early Spring)
· Committee conducts preliminary interviews to establish a list of finalists. Committee should review interview protocol to eliminate bias and develop an interview format including consistent, criteria-based questions of each candidate, an opportunity for candidate to ask questions, and information about the position and the search process. Please review guidelines here. 
· Committee identifies candidates who meet criteria for Building on Inclusive Excellence hiring program and submits application form and diversity plan to Office of Faculty Advancement. Deadline: October 30 for hires to be completed during fall semester; December 15 for hires to be completed during spring semester. 
· Committee sends list of finalists (minimum: three, unless exception granted by Faculty Advancement) to Dean. 
· Department organizes consistent campus visit schedules for each finalist. Each candidate should be offered opportunities to interact with campus colleagues, an opportunity to meet with the Chief Diversity Officer, and consistent information about format and criteria for evaluation of required presentations (job talk, teaching a class).
· Committee completes evaluations of finalists, uploads recommendation to Interfolio, and forwards to the Dean. Department vote is required to recommend tenure upon appointment for associate professor and professor searches.  Department faculty or committee members should not contact finalists to convey search outcomes independently of the Dean.
SEARCH COMPLETION (late Fall to Spring)
· Dean requests approval to negotiate (including negotiation for appointment with tenure) from Academic Affairs (via Faculty Advancement for international hires). [Approval to Negotiate Request form; Hiring Foreign Nationals form.] 
· Dean makes oral offer, with written offer to follow, and notifies OERC.
· Candidate returns signed acceptance letter no later than May 30.
· Department sends rejection letters to remaining candidates after offer is accepted. Committee chair may change application status in Interfolio to “no further consideration” to generate automated notice to applicants who do not meet minimum criteria. Alternately, department/school may generate individual rejection notices.
· Department maintains search records for two years (or five years, for international hires). 
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