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INTRODUCTIONPURPOSE:
The hiring of a tenure-line faculty requires the election of a faculty recruiting committee and involves position approval, position announcement, initial screening and interview, campus visit, and appointment. This document sets forth policies that govern all aspects of this process. 
FACULTY RECRUITING COMMITTEE
The Faculty Recruiting Committee shall be composed of at least three (3) tenure-line faculty, one of whom must be tenured. If the hiring unit—which is typically an academic department or school—does not have three (3) tenure-line faculty or a tenured faculty, it shall elect needed faculty from closely related fields. The head of the hiring unit—the charir of a department or the director of a school—shall serve as an ex officio member, with voting rights. The committee shall select its chair.
The hiring unit shall strive to ensure that the committee is diverse to include women and members of underrepresented groups. 
One additional member may be appointed by the college dean as needed.
Deliberations of the Faculty Recruiting committee shall be confidential.
Based on recommendations from the department/school and the college dean, and following review by the Associate Provost for Academic Personnel, the Vice President for Academic Affairs/Provost (VPAA/Provost) shall make all probationary faculty appointments.
No probationary faculty shall be considered appointed until the VPAA/Provost extends a written offer and the University has received the signed offer from the candidate and the satisfactory completion of a background check.  The official offer shall include the effective date of appointment, classification, time-base, salary, rank and status, department or equivalent unit, and other conditions of employment.  Retention is contingent on adequate performance reviews during the probationary period. 
The Department Chair will complete forms B and C of the contract (Appendix B and C), which outlines job duties, responsibilities and expectations as well as any negotiated terms such as reassigned time, moving expenses, extraordinary software or equipment, start-up fund, etc. 
A goal of this policy is for the department/school to hire the most qualified candidate and to increase diversity of faculty hired.  It is the responsibility of the chair/director of department/school and chair of the Faculty Recruiting Committee that the policy and guidelines are followed.  
POSITION APPROVAL:
The filling of a tenure-line faculty position is typically initiated by the hiring unit Once a department/school and is approved by the college dean and the provost and vice president of Academic Affairs (hereafter ”the provost”). The form used for this purpose is identifies a need, either to fill a vacant line or request a new line, the department/school chair/director shall discuss the need with the college dean. If the Dean approves the request, the chair/director shall complete athe Requisition/ Recruitment Form (Appendix A), which shall  and submit it to the college dean. The Requisition/ Recruitment Form shall include the position job description and the rank of the position to be filled.  The college dean submits the request to the VPAA/Provost for approval. The department can proceed once the position is approved by the VPAA/Provost.   Academic Personnel will post the position electronically and fund the postings in various diverse media outlets.
Advertising the POSITION ANNOUNCEMENT:
As a first step in advertising the positions, tThe hiring unit department or equivalent unit is responsible for  shall normally developing a  vacancy announcements and a recruiting and advertising plan. TheSuch  announcements and plan shall be approved by the college dean and recommendation from the the Office of Assistant Director for Diversity Initiatives before they are sent out. The vacancy announcement should include the rank and minimum qualifications (these should relate to job requirements), for the position, the statement that salary is commensurate with experience, application deadline review date/position will remain open until filled, rank, certifications, credentials, the request for a diversity statement, and any other additional current legal requirement not herein included. to be provided by the Office of Academic Personnel. The recruitment and advertising plan should include strategies for attracting a diverse and qualified pool of applicants, sources to attract applicants from underrepresented groups, and a set of well-defined evaluation criteria.
The Office of Faculty Affairs and Development Academic Personnel shall should post and fund the position announcement on its own website, Chronicle of Higher Education, Academic Personnel website, on line recruitment tool website, and CSU Careers. The hiring unit is responsible for advertising in, and appropriate its professional organizations’ job websites or publications and is encouraged to . The department/school should distribute the job announcements to discipline to relevant terminal degree granting institutions.  
Special efforts should be made by all parties to promote For purposes of diversity in the hiring process. These efforts include, but are not limited to, an effort should be made to contacting departments or programs where qualified members of underrepresented groups may be located, . Academic Personnel shall endeavor to ensure diversity and to maximize the applicant pool by soliciting application taking advantage of via personal contacts, and by advertising in organs targeted media outlets that attract that target  underrepresented candidates., and by taking such other steps as Academic Personnel, in consultation with the department and the Office of Diversity Initiatives, shall deem helpful.
INITIAL SCREENING AND INTERVIEWRECRUITING Process:
The Faculty Recruiting Committee shall select from the candidate pool applicants for initial interview and then select from those interviewed a list of finanlists for campus visit.  The recruiting of probationary faculty shall be the responsibility of the college deans.
Each department/school shall elect a Faculty Recruiting Committee of at least three (3) tenure-track faculty (one of whom must be tenured) or a maximum of the department committee as the whole, for the purpose of reviewing applicant files.  In the event a department/school does not have three (3) tenure-track faculty members or does not have a tenured faculty, they may either elect additional tenured or tenure-track members from closely related fields or call for committee of the whole. The department/school chair/director shall strive to ensure that the search committee is diverse.  The Facuty Recruiting Committee shall elect a chair.
The department/school chair/director shall serve as a consultative member of the Faculty Recruiting Committee, since the chair/director will comment on the candidiates separately from the committee.  
The work of Faculty Recruiting Committees deals with personnel evaluation, and; therefore, all proceedings, conversations, and minutes relevant the committees shall be considered confidential.
1. 	Initial Screening. To be considered for the first screening, a candidate’s file on the electronic recruitment management system must include Upon receipt of a letter of application that will be considered within the general pool of applicants, a dossier should be established in the electronic recruitment management system.  In addition, the candidate should be asked to submit contact information,  and three (3) letters of recommendation,  from three (3) individuals qualified to comment; student evaluations of teaching, (if available); and copies of transcripts of all post-seondary degrees.  claimed by the candidate (official transcripts will be required prior to appointment). 
A roster with ethnic and gender classifications shall be generated by the electronic recruitment management system and reviewed by the Assistant Director for Diversity Initiatives for recommendation to the Faculty Recruitment Committee.  
	The Faculty Recruiting Committee department chair or school director shall identify applicants who meet required qualifications. Those who meet required qualifications shall constitute the candidate pool. provide tThe Office of Diversity Initiatives shall compile the diversity data of the pool and, with a list of minimally qualified applicants.  Wwithin two working days,  after receiving this list, the Office of Diversity shall provide the hiring unit department chair or school director, as well as the chair of the Faculty Recruiting Committee, with a recommendation—with justification— whether the search should proceed. , as well as a justification for that recommendation.  If the recommendation is in the negative but the hiring unit does not agree, the hiring unit shall be given the opportunity to request reconsideration by If the Office of Diversity recommends against continuing the search out of diversity concerns, a representative of the Office will meet with the department chair or school director, as well as with the chair of the search committee to explain the Office’s recommendation.  At that time the representatives of the department or school may either  producing provide  evidence of itsa good- faith effort it  within the context of the discipline to obtain a diverse applicant pool.  or decide to reopen the application process.
	If the hiring unit  department or school and the Office of Diversity Initiatives still disagree on whether thea search should proceed, the matter is referred to the the representatives of the department or school shall discuss the matter with the college dean. If the dean sides with the Office of Diversity, the search is halted and may reopen.  If the college  dean sides with the hiring unit, agrees with the department or school the dean, and  that the search  should proceed, the dean and the representatives of the school or department, as well as a representative of the Office of Diversity,   shall meet together (in a timely manner) meet  with the provost VPAA/ Provost to discuss theis matter.  After this meeting, tThe VPAA/Pprovost’s decision, which should be rendered either at the meeting or immediately after, is final. shall  promptly determine whether the search should move forward.
Once the applicant pool is recommended to move forward, the Faculty Recruiting Committee will identify those applicants who are qualified in accordance with the job description. 

	The Faculty Recruiting Committee , in consultation with the chair/director, shall evaluate the contents of the candidates’ files and selects candidates from the pool for  a personal  intial interview.

2. 	Initial Interview. The initial interview can be conducted ether electronically (e.g. via telephone or video conferencing) or in person (e.g. at a professional conference). The Faculty Recruiting Committee shall select from the interviewees a list of finalists for campus visit and conduct reference checks of these candidates. 

	For the initial interview and the reference check, the same set of questions should be used for all candidates.

interviews initially by phone.  Evaluation of the final qualified candidates for on-campus interview is based upon: results of a thorough check of at least three letters of reference and contact information from three (3) individuals qualified to comment; the applicant’s vita; student evaluations of teaching, if available; transcripts from graduate studies; the candidate's letter of application; and a personal interview by phone.  Results of phone confirmation of the applicant's qualifications may also be included in the file.  Questions used for reference checks and personal phone interviews must be the same for all candidates being considered.   A list and completed files of all candidates and those being invited for the on-campus interview must be submitted to the college dean with the justification for final approval prior to inviting the candidates to campus.  

CAMPUS VISIT

Campus visits shall be approved by the college dean. A CV shall be made available to the hiring unit faculty.

The campus visit by a finalist should normally include the following activities:

1. A teaching demonstration.
2. A presentation on research, scholarship, or creative activities.
3. Meetings with the head of the hiring unit and the dean.
4. Meetings with the hiring unit faculty.
5. Meetings with The on-campus visit schedule for each candidate should allow department/school to evaluate/observe candidate’s ability to teach and meet the professional development/ scholarship and service.  A copy of the candidate's vitae should be made available to individuals, who are planning to meet the candidate.  During the campus visit, the candidate should minimally meet the faculty in the department/school, department chair/school director, college dean, and directors of campus resources such as the Faculty Center for Exellence. Teaching Resource Center, Office of Community Engagement
6. Meeting with , etc., and  the Center for International Studies and Programs (CISP) if the candiate .  If an applicant is self-identifies as a nonnot a- US resident or citizen. , the CISP must be consulted for visa requirements.  The candidate shall meet with the department chair/school director at the end of the interview process. 

Participation in the campus visit by the hiring unit faculty is strongly encouraged. Those who do not participate shall not have the right to cast the advisory vote stipulated below.
 
APPOINTMENT

1. 	Process for Appointment. Following the completion of the campus visit, the Faculty Recruiting Committee and chair/director shall select from the finalists  make a recommendation of a candidate or  candidates to be recommended for appointment. finalists to department faculty.  The tenure-line probationary faculty of the hiring unit department/school shall then cast an advisory vote of acceptability of   approve or disapprove the the selected candidate(s). 
 recommendation by majority vote.  All faculty in the department are required to participate in the campus visit in order to vote on the finalists. 


Appointment Process:
Recommendations by the Faculty Recruiting ment Committee, comments by the head of the hiring unit, and the results of the faculty’s advisory vote along with the voting decision of the department/school and department chair's/school director’s comments are forwarded to the college dean for review. If the college dean agrees with the recommendation(s),  The college dean and/or chair/director of department/school extends an unofficial verbal/conditional job offer of employment shall be madeto candidate, with a statement that its final fulfillment is  contingent upon the satisfactory completion of a background check by the university central administration and the approval of the povost.  If  the offer is accepted by the candidate, the college dean approves the Faculty Recruiting Committee's recommendation, an appointment document folder that includess, Forms B and C (Appendices B and C) and are prepared and sent along with  the candidate's file is sent to the the Associate Provost for Faculty Affairs and Development Academic Personnel, who.  The Associate Provost for Academic Personnel will ensures the review the file for completeness of the file  and appropriateness, before forwarding presenting it to the VPAA/Pprovost for approval appointment. The appointment letter by the provost is the sole representation of the university’s commitment to the candidate for employment.
In the event the college dean or the VPAA/Provost disapproves the initial recommendation, the candidate's file will be returned to the Faculty Recruiting Committee for reconsideration
Only after the VPAA/Provost has given approval of the appointment by signing the appointment documents can the college dean or designee make an official offer to a prospective probationary faculty member.
2. 	Terms of Appointment
A. The period of the initial appointment is normally two (2) years.
B. The probationary period is normally six (6) years. 
C. The appointee may be granted up to two (2) years of service credit towards probation based on prior experience. The granting of service credit must be recommended by the head of the hiring unit  chair/director and the dean and approved by the VPAA/Pprovosts.
D. If the appointee’s required terminal degree is pending, s/he will be appointed as visiting professor for one (1) academic year, with the understading that tenure-line status will be granted when the degree is completed during that period. 
Requirements for Appointment:
The following are required for appointment:

1.	The candidate must possess the terminal degree appropriate to the discipline, or be a candidate for that degree with the expectation that the degree will be awarded prior to the beginning of the candidate’s first academic year. The candidate with a pending terminal degree shall be hired as a visiting faculty for a year without causing reduction in time base of adjunct faculty with entitlement.  


2.	The candidate must be deemed by academic background and experience to be fully qualified and have met the standards of expectations for the position. This includes the satisfactory completion of a background check.

3.	 All required materials are included in the file.

4.	The appointment document is completed.
3. 	Documentation for aAppointment. The file appointment shall include the following:

A. Position description and copy of the Rrecruitment/Rrequisition Fform (Appendix A).
B. Printout of applicant's name from the online recruitment tool with the applicant’s name.
C. Letters) of application and vita.
D. Diversity statement.
E. Official transcripts of all post-secondary and terminal degrees.
F. At least Tthree (3) letters of recommendation. s from individuals qualified to comment.
G. Documentation on s of at least three (3) reference checks.  from at least three referees.
H. Student evaluations of teaching, (if available).
I. CInterview comments from the initial with the candidate by phone interview.
J. Comments by members of the university from outside the hiring unit who have from individuals from other campus entities who  met the candidate.
K. Department/School Faculty Recruiting Committee comments.
L. The voting result of the s from the hiring unit’s advisory vote. by number of yes, no, or abstention. 
M. The department chair's/school director’s cComments by the head of the hiring unit.
N. The college dean's comments and recommendation.
O. Signed appointment form by the chair of the Faculty Recruiting Committee, the head of the hiring unit, and the dean, /chair/director, and the chair of the Faculty Recruitment Committee .
P. Justification for service credit (if applicable).

Should the appointee In those cases, in which the candidate be hired out of a currently a lecturer position at CSUSB, full-time temporary faculty member, the their file should minimally include, in addition to the above and if available,  the following:SOTEs, class visitation reports, and evavluation reports.

1. Position description and copy of recruitment/requisition form (Appendix A).
2. Printout of applicant's name from the online recruitment tool.
3. Letter(s) of application and vita.
4. Official transcripts of graduate studies and terminal degree.
5. At least three (3) letters of recommendations from individuals qualified to comment.
6. Documents of reference check from at least three referees.
7. Pre-employment documents.
8. Student opinion/evaluation of instructor (e.g. SOTES).
9. College Evaluation Committee's periodic evaluations.
10. College dean's periodic evaluations (if available).
11. Interview comments with the candidate by phone.
12. Any reference notes related to the candidate.
13. Comments from individuals from other campus entities who met the candidate.
14. Department/School Faculty Recruiting Committee comments.
15. The voting results from the department by number of yes, no, or abstention. 
16. The department chair's/school director’s comments.
17. The college dean's comments and recommendation.
18. Signed appointment form by Dean/Chair/Director/Chair of Faculty Recruitent Committee.
19.  Justification for service credit to be placed in WPF, if appropriate.


Appendix A:  Requisition/Recruitment form and web link
Appendix B:  Form B:  template and web link
Appendix C:  Form C:  template and web link
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