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Checklist

Tenure-track searches are normally approved in the spring or summer prior to the search, which begins the
following fall. What follows is a checklist to be used during the recruitment process for tenure-track positions.

The individual(s) responsible for conducting each step is/are indicated parenthetically.
Please see appendices for samples of forms referred to below.

Completed By: Date:

1. Request tenure-track position from Dean
(Department Chair)

2. For endowed professorships (contact Provost-oftfice)

3. Obtain approval for a tenure-track position from Provost, and
establish pre-approved salary range (College Dean)

4. Develop Position Description and Announcement
(Department Chair, College Dean, VP-F,HR)

S. Submit Employment Request Form & Position Announcement -
Appendix A & B for approval to Dean (Dept. Chair)

6. Establish the search committee and notify Dean
(Department Chair)

7 Representative of Faculty Affairs invited by Search Committee to

' meet and discuss Recruitment and Appointment policies

8. Develop the department recruitment strategy
(Department Chair/Search Committee, College Dean)

9 Announce and advertise the position (Department Chair or Search

' Committee Chair and Faculty Affairs)

10.  Acknowledge applications as received, include a Voluntary
Statistical Data form with letter - Appendix C & D
(Department Chair or Search Committee Chair)

11.  Develop the screening/interview process
(Search Committee Chair)

12.  Screen applications
(Search Committee)

13.  Telephone interviews of seriously considered applicants
(Search Committee). OPTIONAL

14.  Submit list of finalists (with complete application files) and
process On-Campus Interview Request Form - Appendix G for
approval by the Dean (Search Committee Chair)

15.  After approval of finalists by Dean, Department contacts

finalists, arranges transportation, makes hotel reservations, etc. -
Appendix F, H, & I (Dept. Secretary)




Completed By:

Date:

16. Conduct on-campus interviews
(Search Committee Chair, Department Chair, and College Dean)

17. Process Travel Claim for each on-campus candidate -
Appendix J Send to Dean (Department Chair)

18. Process receipts for reimbursement of faculty expenses -
Appendix K (Department Secretary)

19. Check references on finalists
(Department Chair or Search Committee Chair)

20.  Review finalists
(Search Committee, Department Chair and College Dean)

21. Send Regrets to applicants not being selected as finalists -
Appendix E (Search Committee Chair)

22. Submit recommendation(s) for appointment with
Recruitment File - Appendix L to Dean (Department Chair)

23. Send Faculty Employment Application Form and Clery
Notification to candidate - Appendix M (College Dean)

24. Submit Recommendation & Recruitment File to
Provost/Vice President - Appendix N (College Dean)

25. Send written offer of employment
(Provost/Vice President)

26. Send Regrets to candidates not appointed - Appendix O
(Search Committee Chair)

27.  |Complete and submit Report on Finalist Candidates -
\Appendix Q (Search Committee Chair or Dept. Chair)

28. Provide orientation
(Department Chair & Faculty Development Center)

ho. Complete and submit CSU Faculty Recruitment and Retention

Survey - Appendix R (Department Chair)

NOTE: ALL RECRUITMENT RECORDS ARE TO BE KEPT AND SECURED FOR 5 YEARS!




RECRUITING TENURE-TRACK FACULTY

A. DEVELOPING A STRATEGIC PLAN FOR RECRUITING

Since almost every department in the University will be recruiting for new faculty members, it is
important to develop a well thought-out strategic plan for recruiting. With the entire CSU system,
the UC system, and many other institutions of higher education competing for essentially the same
candidates, it will become increasingly difficult to get your first choice. Those departments with
strategic plans will, almost undoubtedly, be more successful than those without.

In developing a strategic plan you should consult with the department chair, college Dean and consider
the following questions:

1. What kind of department are you building in terms of:

Programmatic direction

Quality of instruction

Professional competence and specialization of the faculty
Student needs

Participation in off-campus programs and mediated instruction
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2. What kind of faculty do you prefer in terms of:

Academic balance

Teaching performance and experience

Academic preparation

Training or experience

Research interest

Publication record

Diversity

Prestige of candidates’ graduate school

Connections with university and external community
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3. What does the Department/College/University offer in terms of:

Working environment

Nature of student body

Support for faculty professional development

Geographical location

Cost of housing

Social and cultural amenities

Moving/relocation expenses

Employment/educational opportunities for spouse or partner
School for children in the surrounding communities
Specialized medical care in the area
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B. EQUAL OPPORTUNITY AND DIVERSITY

The recruitment of a well-qualified diverse faculty continues to be a strategic priority of
California State University, Stanislaus. Our mission recognizes the value of diversity in
preparing our students to live and work in a culturally rich and varied world. In order to enhance
our institutional goals in these areas, search committees should:

e Make and document extraordinary efforts in advertisements and outreach efforts to ensure a large,
all-inclusive pool of qualified candidates;

e Appoint diverse search committees;

e Write position descriptions which clearly welcome participation by underrepresented groups
on this campus;

e Screen candidate applications carefully, and with a sensitivity toward potential
unacknowledged biases;

e Avoid selecting candidates based only on familiarity with backgrounds or commonality with
the incumbent faculty’s experiences;

e Conduct on-campus interviews which demonstrate that the university community values
diversity, and is hospitable to a broad array of faculty.

Throughout the recruitment process, Deans and Department Chairs should provide active
leadership in assisting the Search Committee reach these diversity goals. Faculty should

be informed about ethnic/gender underrepresentation, statistical comparisons with student
demographics, and state/national demographics. Discussions with the Faculty Affairs Office
throughout the recruitment process will also enhance our diversity efforts.

While there are any number of excellent guides to assist with diversity recruitment strategies,
Faculty Affairs recommends Diversifying the Faculty: A Guidebook for Search Committees,
by Caroline Sotello Viernes Turner (published by the Association of American Colleges &
Universities). Contact Faculty Affairs and the Faculty Development Center regarding workshops
on diversity and recruitment.



C. SEARCH COMMITTEE

1. Upon receipt of final position approval, the department will elect a peer review committee of
tenured faculty to review and recommend individuals for probationary appointments. At the
discretion of the president and upon request of the department these committees may also include
probationary faculty. The Department Chair will notify the department’s faculty and the College
Dean of the committee’s composition, including the name of the committee chair.

2. Department search committees should be elected as early in the academic year as possible.
Some departments prefer committees composed of only tenured members. For the sake of full
departmental participation, you may wish to consider all tenure-track members of your unit as
potential committee members. The search committee should consist of at least three members.
Department chairs may also serve on the committee. If the position is interdisciplinary, or if
the department wants to increase the diversity of its recruiting committee by adding women or
ethnic/racial minorities, faculty members from other departments may be invited to join the search
committee.

3. Search committees will invite a representative from the office of Faculty Affairs to discuss
applicable policies.

4. Early in the search process, the search committee chair and the department chair (if these are indeed
different people) should come to an agreement as to who will be responsible for corresponding
with applicants. This is an extremely important function, and should be performed consistently.
Applicants should be fully informed at each stage of the recruitment process, especially upon its
conclusion.

5. There is an expectation that Department search committee members will participate in all on-
campus committee meetings and in all interviews, unless there is a conflict. Department search
committees should consult as widely as possible with members of the department and seek their
recommendations on each applicant. Failure to demonstrate wide departmental participation in the
recruiting process could lead to the invalidation of the search.

6. Whenever search committee members become aware, formally or informally, of negative
information on a particular candidate, such information should be handled with appropriate caution.
Before using negative information against a candidate, the committee should confirm information
through other reliable sources or references. Keep in mind that personal and professional
reputations are at stake.

7. Adhering to confidentiality is expected of all members of the department search committee, both
during and after the recruitment process. Application materials, information from the interviews,
and committee deliberations are confidential and should not be discussed with persons outside of the
hiring process. Questions about release of information should be directed to the Office of Faculty
Affairs.



8. Department chairs are expected to monitor the recruiting process, and participate in all aspects of
reviewing applicant files. The Department Chair should pay particular attention to the “message”
being sent to all candidates about the Department through the hiring process. This will be a crucial
factor during on-campus interviews of finalists: the chair’s concern for quality, professionalism, and
organization will help to ensure a successful search.

9. Outside search firms may be used for faculty administrative positions (deans, etc.). Please refer to
the MPP search policy for guidance regarding the recruitment process.

10. For endowed professorships please contact the Office of the Provost regarding the considerations in
the establishment, recruitment, and appointment process.



D. ADVERTISING THE POSITION

Advertising the position is a major component of a good recruitment strategy. The principal goal is to
ensure that qualified applicants from diverse sources throughout the country know about the position
and are encouraged to apply. No effort should be spared in developing a large, and extremely diverse,
pool of candidates.

1.

Prior to announcing a faculty vacancy, all relevant parties should agree on each major element of
the position (e.g., rank, qualifications, eligibility for tenure and tenure upon appointment), how
the position relates to the department’s likely needs for the future, the expectations concerning the
professional work of the faculty member(s) being recruited, and the resources that will be provided
to help meet these expectations. In preparing the formal position announcement, please keep the
following elements in mind:

a. This is a recruitment document, and your introduction of the institution to a potential

applicant. The position and your department need to be described in positive, attractive terms.
Particular attention should be paid to those elements that might make the position an appealing
opportunity (e.g., the potential for program/new course development, interdisciplinary teaching,
extracurricular programs, special facilities, etc.).

b. Announcements for faculty positions should be clear concerning rank, eligibility for tenure,

tenure, teaching and research expectations, requisite experience, and formal credentials.
Particular attention should be paid to the required and specific graduate degree. Words like
“terminal degree” or “doctorate” should not be used in favor of specific language: “Ph. D,”
“MFA,” Ed. D,” etc. The doctorate must be completed prior to appointment, and this

language should be contained in the announcement. Although we will not include such language

in the text of an announcement, committees may interview candidates who are ABD. Criteria
and procedures for reappointment, promotion, and tenure at the institution, as well as other
relevant information, should be made available to all interested candidates upon request.

c. Interested candidates for full-time tenure track positions should have at least thirty days from
the first appearance of the announcement to submit their applications. (Refer to Appendix B for
a Sample Announcement.)

2. The Department Chair prepares and submits a position announcement electronically, for approval by

the Dean and the VP for Faculty Affairs. Once approved, the position announcement will be attached
to the Full Time Faculty Employment Request form (Appendix A) which is forwarded to the Dean for

approval.

Faculty Affairs will place the position announcement on our Web page, the CSU Careers Web site,
and on a national Web site, higheredjobs.com. All other advertising is the responsibility of
the department.

The department places ads/notices in national associations newsletters or periodicals once the
Position Announcement has been approved by the VP for Faculty Affairs and the Dean. Any
expense is paid for by the department and/or College Dean. Copies of all such ads/notices should
also be forwarded to Faculty Affairs for collection in recruitment files.



5. The search committee should:

a. Recruit at professional conferences and utilize on-line employment databases and
services provided by professional academic organizations.

b. Send letters to those universities having strong doctoral programs in specialized field(s)
soliciting applications or nominations.

c. Place telephone calls to chairs of departments where potential applicants may be found,
and also to known mentors of graduate students.

d. Contact professional organizations that target specific populations (i.e., women,
Hispanics, African-Americans, etc.) for their membership to inquire about including
position descriptions in their national newsletters, and send letters to individuals and/or
organizations who may know of potential diversity candidates. The committee then
should follow up on leads provided.

e. Distribute position announcements to all department faculty members, professional
colleagues and to all other CSU campuses.

Screening of Candidates at Conferences:

Depending on the timing of a specific professional conference, the Committee may be able to use
the meeting to recruit, solicit applications, distribute vacancy announcements, and/or encourage
potential candidates. Conferences, however, should not take the place of the formal interview
process (e.g., later telephone interviews or on-campus interviews). Please note that funding

for attendance at conferences for this specific purpose must come from the department and/or
College Dean.

Suggestions:

e Seek information, in advance, from the conference organizers as to their arrangements
and requirements regarding the posting of job vacancies, candidate interviews, etc. Some
organizations have specific placement services which coordinate such activities (often for
a separate additional fee).

e Make sure those attending the conference take along multiple copies of the vacancy
announcement as well as other printed materials about the department and/or university.

e Hold a meeting of the Search Committee prior to the conference, to discuss the
parameters of recruitment activities at the meeting. Particular attention should be paid
to what the Committee hopes to accomplish at the conference, and what follow-up actions
will be taken post-conference. If interviewing of candidates is involved, the committee
should make explicit its expectations regarding standardized questions, recording and
reporting of candidates’ responses, and encouragement of potential diversity candidates.



E. REVIEWING APPLICANT FILES

Departmental Search Committees should adhere to the following steps when reviewing applicant
files:

1. Acknowledge applications as soon as they are received and establish a file for each viable
applicant. Please, make sure all files are secure. Lost, misplaced or disappearing files
can cause serious problems for the University. If files are incomplete, candidates should be
notified and requested to complete their application file by sending the missing items (see
sample letter in Appendix C).

2. At the deadline for applications, determine which files are complete. At a minimum,
completed files include:

A letter of application that addresses the specifics of the position announcement.

A professional résumé or curriculum vita.

The names, addresses, and telephone numbers of three professional references.
Transcripts of all graduate studies. (These may be unofficial, but candidates need to be
informed that official transcripts for a// degrees will be required at time of hire.)

e o o

NB - The list above constitutes a minimum file. Search Committees may request
additional, discipline-specific materials. (For example, a search in Studio Art might
require a slide portfolio of an artist’s work, or a search in Music might require a
recording of a musician’s performances, etc.) Committees may also wish to ask for
evidence of teaching effectiveness (e.g., student evaluations, peer observations, etc.),
statements concerning teaching philosophy, and similar documents.

Please also note that it is recommended to obtain references. Direct contact with
references (via telephone) is always preferable to pro forma letters - which may not
address the specifics of your position description.

3. Develop appropriate procedures and criteria for evaluating applicant files. The criteria must
be based on the position announcement.

4. Determine which files are complete (see minimum requirements above). Review completed
files and determine which candidates meet the minimum requirements for the position
relative to the published position announcement. If a candidate appears competitive, but you
are in doubt about specific qualifications due to incomplete information, call the candidate
and request information.

5. Send an acknowledgement letter to all candidates who meet minimal qualifications for the
position and ask them to fill out the Statistical Data Form (See Appendix C & D). Upon
return, the Statistical Data Form is filed separately from the applicant’s file.

6. Those applicants who obviously do not meet the minimum qualifications and requirements as stated
in the position announcement should be sent a polite letter thanking them for their interest.

7. Consult with your College Dean regarding the size, diversity, and overall quality of the applicant
pool. Be prepared to extend the application period if the applicant pool is less than satisfactory.

9



10.

I1.

12.

13.

Once the candidate pool has been approved by the Dean, begin reviewing and evaluating viable
applicant files, and/or previously incomplete files now completed.

Respect the confidentiality of candidates for faculty positions. The Search Committee should
contact references, including persons who are not identified by the candidate, but it should exercise
discretion when doing so. Do not make public the names of the candidates without giving the
candidates an opportunity to know beforehand and withdraw from the search if they choose.

From the pool of viable (i.e., qualified) applicants, identify a small cohort of the best qualified
candidates.

Prior to extending any potential invitations for a campus interview, all reference checks should be
completed. These should be conducted by more than one person (to distribute the workload, and to
provide a variety of perspectives). A pre-approved set of questions to be posed to the reference is
recommended.

Telephone interviews of applicants are also optional. Experience has shown that these are of limited
usefulness. However, if the Committee is finding it difficult to narrow a large and well-qualified
pool, then telephone interviews may provide some further information to help distinguish among
top candidates. Such interviews should employ at least two members of the Committee. To ensure
uniformity, the interviewers should compose a list of standard questions to be posed to all telephone
interviewees. Skype or video conferences are also recommended.

Based on all of the evidence (i.e., the applicant files, reference calls, optional telephone interviews,
etc.) the Committee shall consult with the Department Chair and Dean to determine the names of the
finalists to be invited for an on-campus interview. Available funding will determine the number of
on-campus interviews. (see Appendix G).

Committees should be as judicious as possible when making finalist recommendations.
Decisions as to who should be invited for a campus visit are not made lightly, as faculty time is
valuable and reimbursement funding for candidates is always limited. “Courtesy” interviews
should not be scheduled; they consume faculty time, waste finite resources, and mislead
candidates.

10



F. INTERVIEWING

Federal and state laws govern all aspects of the employment process. These laws prohibit
discrimination based on sex, race, religion, color, national origin, age, disabilities, veteran
status, and gender. Interviewers have a critical responsibility to select faculty on the basis of job
related qualifications in compliance with all applicable laws, and to provide candidates an equal
opportunity when seeking our vacancies.

Candidates still in the pool have passed a careful evaluation of their education and experience.
The assessment has determined they meet or exceed the minimal qualifications for the job. The
purpose of the pre-employment interview is to collect additional information on the applicant’s
job-related knowledge, skills, and abilities to determine if the candidate is likely to be successful
in the position. The use of a structured, standardized interview procedure provides more reliable
and valid information and is much less likely to violate laws and regulations governing the
selection process, than a less structured interview process. Planning the interview in advance,
and perhaps using a structured question sheet, provides each candidate with the same or similar
opportunity. The key to avoiding discriminatory practices is to ask questions relevant to

the selection criteria established for the position. Each candidate should be asked the same
questions and any volunteered information, if illegal to ask, cannot be documented or used in the
selection process.

Subjects not to discuss during the interview process:

- Age, Race, Marital Status - Number of pre-school children

- Child-care arrangements - Spouse’s income, education

- Distance job is from their home - Citizenship

- Plans to have children - Current or prior medication/treatment
- Religious practices/beliefs - Weight

Suggestions for Interview Questions
(Both for telephone interviews and the on-campus interviews of finalists)

* Ask for information which will directly address the position description, and will influence
your hiring decisions.

* Avoid “leading” questions (e.g., “We would prefer . . .”); instead, ask questions which will
expand what you already know about the candidate (e.g., “Why?” “Could you describe . . .”).

» Avoid questions likely to elicit a simple yes/no answer; instead, anticipate follow-up
questions (e.g., “Could you give some examples?”’)

* Don’t be afraid to ask questions which directly address departmental priorities, the
University’s core values, or local RPT criteria. Remember: you are seeking a good match
between the unique character of this institution and the unique abilities of the candidate.

» Make sure your questions are all-inclusive, and do not simply focus on one aspect of the
position. Try to recall all of the ways in which we expect our colleagues to perform, both
early in their careers as well as later on.

* While there are many personal questions you may not ask (see above), eliciting information
that will provide insight into a candidate’s personality or temperament can be quite relevant
(e.g., how the person might behave in the classroom).

11



G. On-Campus Visits

Request for On-Campus Visit

After final candidates have been selected:

a) Review the Faculty Recruitment On-Campus Interview & Expense guidelines
(Appendix H).

b) Completely fill out a Request for On-Campus Interview Form for each candidate (See
Appendix G; forms are available from Faculty Affairs Web site). Accompanying this form
should be a photocopy of the candidate’s résumé or CV. (Failure to include this document
will slow the approval process for the on-campus interview.)

c) Have the request approved by the Department Chair and the Dean.

d) Make sure the Request for On-Campus Interview Form is completed and approved before
a candidate is invited to campus.

e) Schedule campus visits as soon as final approval is received from the Dean and a Travel
Approval Number is obtained by the Dean for each candidate invited for an On-Campus
visit. Departments use the Travel Approval Number when booking flights with travel
agents, and making reservations at hotels for direct billing to the University. The Travel
Approval Number is used to track all expenses incurred by the candidate’s On-Campus
visit. When booking flights and making reservations, be sure to mention the department
name as well as the Travel Approval Number.

Preparing for Candidate Campus Visits

1. Prior to the campus visit, the Department Chair or department secretary should:

a. Ask candidates to keep all receipts of expenditures incurred in traveling to/from campus.

b. Inform them that they will be reimbursed by the University within approximately two
weeks once all receipts are turned in to the Department Office prior to departure.

c. Obtain the candidate’s signature on travel claim (Appendix J) before departure from
campus.

d. Notify candidates to keep all original receipts and forward to the department promptly
for reimbursement.

2. Prepare an itinerary for the visit to be distributed to all faculty members in the department
and all other interested parties. The itinerary should account for all of the candidate’s time.
Particular attention should be given to:

« listing the persons responsible for escorting the candidate between meetings, dining
with the candidate, providing transportation, etc.
* Dbeing specific about time and place;

« allowing sufficient time between meetings for breaks, movement between buildings, etc.

« attaching a copy of the candidate’s résumé to each itinerary.
Itineraries should list all events associated with the visit, both formal interviews and informal
social gatherings. If the Committee wishes the candidate to make a formal presentation, this
should be listed, and carry an indication that this presentation is open to anyone interested.
Expectations regarding such presentations should be communicated to the candidate as early
as possible; a copy of the itinerary should be provided to the candidate prior to his/her arrival
on campus.

3. After consultation with the Dean, send a copy of the itinerary to all other relevant parties.

12



Campus Visit

1.

2.

A candidate’s campus visit should be determined by the Search Committee.

It is extremely important that candidates be treated well during their campus visit.
Keep in mind that we are selling the University to them just as much as they are trying to
sell themselves to us. Also keep in mind that one department’s treatment of a candidate may
affect the overall perception of the University, which in turn may enhance or hinder future
recruiting in other disciplines.

Experience has shown that personal touches are extremely valuable in obtaining top candidates.
Here are some suggestions to help make campus visits successful:

. If candidates arrive the evening before the day of the interview, make sure someone

contacts them. You may want to meet them for dinner if the hour is appropriate. Meet
them for breakfast or make arrangements to take them to campus for the interview.

. Have an information packet ready for the candidates. If possible, give it to them prior to

their coming to campus so that they will be better prepared to ask questions.

. While on campus, ensure the candidates are escorted at all times from place to place.

Also, make sure they are properly introduced to their interviewer or audiences. When the
interviews are over, make sure someone is available to take them back to the hotel or to
the airport.

. Do not keep them waiting around. Candidates find this to be objectionable and rude.

. Ensure maximum faculty participation in meetings with candidates. Consider

opportunities for meetings with students, staff, and (where appropriate) members of the
campus community. Department Chairs should assume the responsibility of “host,” and
encourage widespread participation during the campus visit. Faculty should be fully
informed, in advance, about the visit; candidates represent the future of the department,
and potential colleagues need to feel full “investment” in this future.

. If candidates require audio/visual support for a presentation, ensure that thorough

preparations have been made, both for the equipment needed and the specific room to be
used.

. Throughout the visit, people responsible for coordinating the process should find

opportunities for expanding conversations with the candidate beyond just the job vacancy.
Candidates are also interested in “quality of life” issues — so attention should be paid to
information about the positive campus climate, the surrounding community, the diversity
of the student body, and other hospitable factors.

. More informal, scheduled social events will also need careful coordination. Planning

should be organized and thorough, especially regarding invitations, appropriate facilities,

arrangements for food and beverages, etc. If candidates remain through a weekend, assist
them in scheduling opportunities to tour the community, look at housing, meet informally
with colleagues, attend campus events, etc.

13



3. For all candidates, the campus visit should include interviews with the following:

a. Department Search Committee

b. Department faculty (individually or collectively, but an open forum is best)

c. Department Chair

d. College Dean

e. Arrangements shall be made, when possible, for the Provost to interview finalists.
You may also wish to schedule interviews with students—either as an open forum or in
conjunction with your department’s discipline-related student organizations.

4. In interviewing candidates, make sure all candidates are provided roughly similar experiences
and itineraries.

As part of the Provost’s Diversity Initiative, a Web site has been created at:

http://www.csustan.edu/Diversity/

This Web site has a lot of useful information for faculty candidates, and we encourage you to
direct them to these pages. One of them is devoted to area employment opportunities:

http://www.csustan.edu/Diversity/facultyresources.html

There they will find the following links:

CSU Stanislaus Faculty Vacancies
CSU Stanislaus Administrative & Staff Vacancies
California State University System-wide Vacancies (all categories)
California Community College Job Opportunities
Turlock Unified School District Position Vacancies
Modesto City Schools
University of California, Merced Position Vacancies
Regional Job Opportunities, General
Stanislaus County Job Opportunities
CareerBuilder, African-American Network
Hispanic-American Careers

Careers, Diverse Populations

14



5. The last “official” meeting on the candidate’s itinerary should be an exit interview with
the Department Chair. (In anticipation of such a meeting, the Chair shall first consult
with his/her College Dean. Chairs must guard against making promises that haven’t
received the Dean’s prior approval.) This is an opportunity to focus on specific candidate
needs, including:

a. Salary: This must be within the pre-approved range. Again: the Chair shall consult
with his/her Dean prior to any salary discussions with the candidate. The chair should
ask the faculty candidate what salary expectations the candidate has.

b. Resources to Support Research, Scholarship, and Creative Activity: Chairs should
be prepared to answer questions concerning campus resources.

c. Housing: Be prepared to discuss availability, average rents, median housing prices,
and similar issues. You may wish to acquire lists of realtors and/or real estate
brochures, multiple listing advertisements, etc.

d. Employment Opportunities for Spouses and Partners: You may wish to provide
campus and community Web site addresses that advertise employment vacancies.

e. Area Schools: Be prepared to answer questions about the K-12 (public and private)
schools in the area.

f. Evaluation Process: In addition to a brief overview of RPT issues (including potential
credit toward tenure for prior service) you will want to provide some insight into
departmental values and expectations regarding each of the performance categories.

g. Benefits: Candidates will be focused on salary, but it is wise to point out the
significant “dollar value” of the CSU benefit package, particularly the investment
in medical/dental/optical coverage. Candidates should be provided with a benefits
summary sheet, available from Faculty Affairs. If a candidate wishes further detail,
refer them to Rose Jones (x6730), Employee Benefits.

h. Visa Issues: We may not interrogate candidates about their Visa status; though they
should be informed that anyone wishing to work for the CSU must complete an I-
9 Form (proof that they are authorized to work in the U.S.). If the candidate then
has questions/concerns about his/her Visa status, please refer them to Wendy Miller
(x3401) in the Office of Faculty Affairs. Because of huge delays involved in securing
work authorization from the federal government, it is extremely important that we
identify any potential Visa problems as early as possible.

15



6. During the exit meeting, the Chair should also summarize the remainder of the
recruitment process:
- time period before decision is likely;
- who will contact candidate and why;
- how the offer will be composed, what elements it will contain, and who is
authorized to make it;
- final contractual arrangements.

7. Within 5 days of final candidate’s visits to campus, prepare and forward to the
College Dean’s office a travel expense claim with the necessary original receipts.

Include only reimbursements to the candidate. Hotel and rental car should be direct billed
to the University.

H. SELECTING THE FINALIST AND STRUCTURING AN OFFER

1.

Following campus visits, the Department Search Committee should meet as soon as possible
to consider all comments and recommendations before selecting the final candidate. Do this
expeditiously. Delay in selecting the final candidate may cause the department the loss of
their first choice.

Tenured and probationary faculty members in the department should vote on whether the
final candidate is acceptable. This vote is advisory in nature since the search committee’s
recommendation is the only form of recommendation required by the Faculty CBA. This
vote is essential in determining the level of faculty support for a particular candidate.

The Department Chair should structure an offer to be submitted as a recommendation to the
Dean and Provost/Vice President. In structuring an offer consider the following items.

a. Rank and salary. The rank should be the one authorized by the Provost/Vice President
at the time the position was approved, and must be justified by teaching record and
professional accomplishments. Normally, the salary will be “entry level” for Assistant
Professors. Any salary higher than this must be justified by compelling reasons
having to do with market demands, and/or previous experience, and area of
expertise essential for curriculum needs.

b. Moving Expenses. The Department Chair should propose an amount and include a
justification for the proposed amount. The Dean makes the final decision regarding the
offer of moving expenses.

c. Time towards tenure. The faculty collective bargaining agreement permits offers of
up to two years toward tenure. However, keep in mind that offering time towards tenure
may not be in the best interest of the candidate if it places him/her at risk in the evaluation
process by shortening the time period for review. Once awarded, this credit cannot be
revoked or rescinded for any reason.

d. Reduced workload. Departments with approval from the Dean may be in a position to
offer reduced workload assignments during the first academic year for purposes such as

completing research in progress, or preparing new courses.
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e. Travel support. The department and/or College Dean may be able to offer travel funds
to attend meetings or conferences.

f. Research support. The department and/or College Dean may also be able to offer
equipment, lab instruments, computers, laboratories, or other space to carry out research
activities, or start-up funds for research activities.

g. Summer School. It may be possible to offer a summer school teaching assignment
(preferably the summer following the first academic year). To do so, however, the
Department Chair should make early arrangements with the College Dean.

4. All the proposed terms of employment should be clearly stated in the Department Chair’s
recommendation. In the case of offers involving travel, equipment, labs or space allocation,
indicate who will be providing these (e.g., Department, College Dean, etc).

5. Deans and Department Chairs should clearly communicate the expectation that the terminal degree
must be completed for a probationary appointment.

6. The College Dean with prior approval of salary from the Provost will consult with the candidate
in order to structure a final offer. However, it must be made extremely clear that any such
conversations are not official offers. Candidates should be informed, throughout the recruitment
process, that official appointment offers are only made in writing and are only issued by the
Provost.

A final note on offers, and conditions of employment. Many aspects of a faculty member’s appointment
are regulated and constrained by a number of authorities: the Collective Bargaining Agreement, the
State Controller’s Office, CSU regulations, State and Federal laws, etc. Candidates need to be told that
many specifics are not discretionary or negotiable. The following list is not exhaustive, but is meant to
illustrate some of the common constraints candidates have questioned:

e Maximum of two years credit toward tenure for prior service (Article 13.4, CBA).
 First pay warrant issued following first full month of employment (State Controller’s Office).

* Faculty pay warrants are issued over twelve months, even though the academic year is nine
months. New faculty get frequently confused by this. When they are quoted an annual
salary figure (e.g., $60,000) their gross monthly pay—before tax withholding and other
deductions— is divided by twelve (i.e., $5,000/month). They may assume (incorrectly)
that they will be receiving nine or ten checks, thus providing them a higher monthly gross
amount. Please make it clear that there are no alternatives to the twelve month pay plan, which
provides full benefits coverage during the months of July and August. Summer
Session pay checks (if any) are issued separately (CSU regulations).

* Benefits (e.g. medical/dental insurance coverage) do not take effect until the second month (at
the earliest) of employment. (Provider constraints).

* Prospective employees must prove they are eligible to work in the U.S. This means providing
satisfactory identification and/or appropriate work authorizations (Federal Laws).
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I. APPOINTMENT PROCESS FOR TENURE-TRACK FACULTY

1.

Once the candidate has been identified, and an offer constructed, the recruitment file and

a recommendation memo is sent to the College Dean’s office for review and endorsement.
(Appendix L) The Dean’s office should ensure that all documentation is properly included
and all forms appropriately filled out.

The original recommendation from the department should contain (at a minimum) the
following elements:

a. Brief summary of candidate’s professional credentials and previous academic employment
(if any)

b. Summary of offer: salary, rank, start-up, moving allowance, etc.

c. Any special arrangements such as time credited towards tenure, date reporting to campus
if other than August, etc.

d. Any stipulations or contingencies, such as completion of the terminal degree, etc.

e. Citizenship Issues (if known): If the candidate is not a U.S. citizen, contact Wendy Miller
in Faculty Affairs immediately. Additional conditions must be met in order to hire a non-
citizen. Please indicate Visa status:

Permanent Visa*®

F-1 = Student Visa

J-1 = Exchange Scholar/Student

H-1 = Temporary Worker/Exchange Scholar*

H-4 = Dependent of Temporary Worker/Exchange Scholar*

*  One of these Visa statuses is required to work in the United States.

f. Names and signatures of Search Committee Members.

g. Approval signature of Department Chair.

After receiving the departmental recommendation, the College Dean should obtain approval
from the Provost and contact the candidate to extend the “unofficial” offer of appointment,
specifying the terms of employment. Remember, other viable candidates are also seeking
employment at several universities and may be lost if there is much delay. Under no
condition shall Search Committees, Department Chairs, or College Deans make written
offers. Only the Provost/Vice President for Academic Affairs is authorized to make written
offers for tenure track appointments.

Frequently, the candidate may want to negotiate over certain items of the offer. This

is acceptable as long as the requests are reasonable, within the general parameters of
available resources, and negotiations can be quickly concluded. Do not be drawn into long
and protracted negotiations; set a definite deadline of no more than one week for an oral
acceptance of the offer. Remember, departments are not authorized to make salary or other
financial commitments. Only deans have this budgetary authority.
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Once an oral offer is accepted, the Dean should inform the Provost with a formal written
recommendation (see Appendix N). It is also extremely important that the Dean indicate
the specific source of funding for such elements as moving reimbursement, start-up costs,
etc. At this time, the Dean should also forward the Faculty Employment Application form
and “Clery Notification” (Appendix M) to the candidate.

The Provost/Vice President holds final approval authority for all faculty appointments.
Based on the accepted terms of employment and with the approval of the Provost/Vice
President, Faculty Affairs proceeds to prepare a contract letter. The candidate is given a
specific deadline to return the contract, normally two weeks. While this time transpires,
other candidates often call to inquire about the status of the search. They should only be
told that the process is not yet complete and that they will be notified as soon as possible.

The recruiting process ends when the candidate returns a signed copy of contract letter by
the deadline.

A copy of the signed contract will be forwarded to the College Dean and the Department
Chair. Candidates requesting information about their non-selection should be referred to
the Vice President for Faculty Affairs and Human Resources.

Note: Immediately upon the return of the signed copy of the contract, the Department Chair or
Search Committee Chair should send letters to candidates interviewed, and any other candidates
who have not been informed, informing them that position has been filled (Appendix O).

8.

Once a candidate has been chosen and returned the signed contract, a Report of Finalist
Candidates (Appendix Q) should be completed and forwarded to the Faculty Affairs office.
The CSU Chancellor’s Office also requires the department to fill out a Recruitment &
Retention Survey (Appendix R) annually.
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J. APPLICABLE LLAws AND PoLICY

Existing laws and regulations prohibit discrimination in conditions of employment, including
recruitment, hiring, lay-off, discharge and recall, in-service training; opportunities for promotion;
participation in training programs; wages and salaries; sick leave time, vacation time, pay;
overtime work, medical, hospital, life, and accident insurance; and optional and compulsory
retirement. The following statutes and orders are particularly noteworthy:

* The Equal Pay Act of 1963 requires equal pay for equal work, regardless of sex.
» Title IX of the Education Amendments Act of 1972 extends the coverage to faculty.

* Federal Executive Order 11246 as amended by Federal Executive orders 11375 and 12806
prohibits discrimination in employment by all employers who hold federal contracts.

» Title VII of the Civil Rights Act of 1964 as amended by the Equal Employment Opportunity
Act of 1972 forbids discrimination on the basis of race, color, national origin, religion, or sex,

including sexual harassment, by unions, employment agencies, and employers.

* The Age Discrimination and Employment Act of 1967 prohibits arbitrary age discrimination in
employment.

 The Vocation Rehabilitation Act of 1973 prohibits discrimination against handicapped persons
by federal contractors.

* Chancellor’s executive order 340 issued February 27, 1981, describes the Equal Opportunity
and Internal Relations program of The California State University.
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APPENDIX A

CALIFORNIA STATE UNIVERSITY, STANISLAUS
FULL TIME FACULTY EMPLOYMENT REQUEST

Print Form Clear Form

Academic Year

Department/Discipline: Effective Date:
Position Title: Vacated by:
I:l Replacement I:I Temporary (Lecturer)
El New
El Academic Year El Tenure Track
D 12 Month
Tenure Track Rank Requested: Asst Prof. ’7 Assoc. Prof. ’7 Full Prof. r
Other

(Librarian. Coach, SSP AR_ etc.)

Lecturer Rank Requested: Range A ’7 Range B ’7 Range C r Range D ’7

Requested by Department Chair:

Signature Date

** Include Position Announcement on Page 2 of this Document =~ *

Dean Action:

CMS Job Code #: Maximum Salary Authorized:

Position Reports to (name): Dept. Chart String:

I:l Approved I:I Not Approved . .
signature ate

Vice President/Provost Action:

':l Approved I:l Not Approved . .
signature ate

Position Control Review:

CMS Position #:

Reviewed (AA)

Signature Date

Reviewed (FS)

Signature Date

Faculty Affairs:

,:l Approved I:I Not Approved

Signature Date
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ArPENDIX B

FACULTY POSITION

California State University, Stanislaus
One University Circle
Turlock, CA 95382

POSITION: POSITION TITLE & DESCRIPTION: The Department of [NAME] invites applications for a full-
time, tenure-track appointment at the rank of [RANK]. The person appointed to this position will teach
in the areas of: [LIST]. Additional duties will include: [LIST]. Other responsibilities may include
[LIST]. Effective teaching, scholarly productivity, [Alternatives: research, creative activity, and service
to the University] are required for retention, promotion, and tenure. This position is contingent upon the
availability of authorized funding. Optional: This is an academic year appointment. However, opportunities
exist for an additional Summer Session appointment. [This is also the place to list attractive opportunities
provided by the position (e.g., interdisciplinary teaching, curriculum development, research and/or grant
opportunities, etc.).]

MINIMUM A [SPECIFIC TERMINAL DEGREE] in [SPECIFIC FIELD] is required. Other minimum
QUALIFICATIONS: qualifications include: [SPECIFIC LIST].

PREFERRED A potential candidate’s consideration will be enhanced by providing evidence of: [SPECIFIC
QUALIFICATIONS: LIST OF EXPERIENCES, EXPERTISE, RESEARCH INTERESTS, SPECIALIZED CERTIFICATIONS,
COGNATE AREAS, etc.] (NB — Do not list an advanced graduate degree as a ‘preferred’
qualification. The only place to mention formal degree requirements is under the heading “MINIMUM
QUALIFICATIONS.”)

HOW TO APPLY A complete application must include: an application letter, specifically addressing the position

& DEADLINE: description and qualifications; a professional résumé, including the names, addresses, and telephone
numbers of three references. Official transcripts will be required at the time of hire. Optional: [OTHER
MATERIALS]. Screening of completed application files will begin on [SPECIFIC DATE]. The position will
remain open until filled. This appointment begins on [SPECIFIC DATE].

Send applications, and all other correspondence concerning this position vacancy, to:
[NAME OF DEPARTMENT CHAIR]

[NAME OF DEPARTMENT]

California State University, Stanislaus

Onr University Circle

Turlock, CA 95382

COMPENSATION: Commensurate with qualifications and experience. As a member of the CSU System, we offer an extremely
competitive benefits package.

ABOUT THE DEPARTMENT and THE COLLEGE: [Provide description of programs, facilities, accreditations, and other
attractive/distinctive elements.] To learn more about us, visit our Web site at: [provide URL]

CAMPUS & AREA: California State University, Stanislaus serves the San Joaquin Valley, one of the fastest growing areas in

the country. Widely recognized for its quality academic programs, the University has 10 nationally accredited programs and
approximately 400 full-time faculty. Over eighty percent of full time faculty holds doctorates or terminal degrees in their fields. The
University offers 41 undergraduate majors, 24 master’s programs, 7 post-graduate credentials, and a doctorate in education serving
8,586 students. New instructional facilities have been built for the unique pedagogy of professional programs, laboratory sciences, and
performing arts.

CSU Stanislaus continues to receive national recognition with its ranking as one of the best 373 colleges in the nation by The Princeton
Review. The University was one of 12 public universities in the nation to be recognized by the American Association of State Colleges
and Universities for demonstrating exceptional performance in retention and graduation rates. In addition, U.S. News and World
Report ranks CSU Stanislaus as one of “The Top Public Universities-Master’s” institutions in the West in its America’s Best Colleges
ratings. CSU Stanislaus also is recognized as a Hispanic-Serving Institution (HSI) by the U.S. Department of Education.
CSU STANISLAUS IS AN EQUAL OPPORTUNITY EMPLOYER WITH A STRONG COMMITMENT TO THE PRINCIPLE OF DIVERSITY.
CSU STANISLAUS HIRES ONLY INDIVIDUALS LAWFULLY AUTHORIZED TO WORK IN THE UNITED STATES;

ALL OFFERS OF EMPLOYMENT ARE CONTINGENT UPON PRESENTATION OF DOCUMENTS DEMONSTRATING THE APPLICANT’S IDENTITY
AND ELIGIBILITY TO WORK, IN ACCORDANCE WITH THE IMMIGRATION REFORM & CONTROL ACT.
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Arpenpix C

SAMPLE
ACKNOWLEDGEMENT LETTER

[Date]

Name
Address

Dear [Title] [Last Name]:
Your application for the position of has been received.

Enclosed for your information is a copy of the Position Announcement that states the
minimum qualifications as well as the responsibilities of the position.

(Optional if needed: Thus far, we have received the following materials from you: [LIST]
However, we are still missing [LIST] before your application file is considered complete.

The U.S. Department of Labor requires this University to compile summary data on the
gender and ethnicity of applicants for positions at this institution. For the purpose of
statistical analysis, please complete and return the enclosed form to the Office of Faculty
Affairs.

We hope to proceed as rapidly as possible and will keep you informed of further
developments with respect to your application. We appreciate your interest in California

State University Stanislaus.

Sincerely,

[Signed by Department Chair]

Enclosures
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ArpENDIX D
The-talifumiaStaIeUniwu'tw VOLUNTAEY SELF-IDENTIFICATION FOREM FOR EMFLOYMENT APPLICANTH

Tha (iU considers gualifiad applicants for smployment without regsrd to race, colog, r=lizion, nationsl origin, ancsstry, physical o mental
dizability, madical condition, genetic information, marital status, sex {incuding gendar idemtity), aze {over 1) s=wusl orisntation, ocowversd
vatsran states, of any other protected  status.

Tha CEU iz intarsstad inreaching the booadsst poesibls group of guslifisd applicants. Thi form has beon devslopsd to assistus in
monitoring the affactivemazs of our recruitment  afforts, and in collecting data thst is required for complisnce with State, Fadaral and
Uniwarzity (=podting roguirements, The form, and any data submitted om the form, will be kapt ssparats fom vour application and
rerme and will ot be acpesidble by anyone involved with making recommendations of decizions regarding zalaction of hiring for thiz
[job. Whike wour r=ply will be most halpful to us in reposting soourste data complsting thiz form i= entirsly voluntany.

Applicant Name (lz:1. Tmo LIiddle Initial) Job Title

Question 1. Arsvou Hispanic or Latine7 (4 person of Cuban, Mexican, Puerto Fxan. South or Cantral American or other
Epanish culture or origin, regardless of raca.)

Oes OMo

Question 2. Ezgardlass of vour answar to Cuestion 1, vou may s=lact one ormore of the following catagoriss that apply to vou:
CATEGORY DEFIRITION OF CATEGORTY

0 American Indian or Alaska Native 4 parson having origins in anv of the original peoplzs of Morth and South

Ammz (including Central im=c) who maintains cultural identification
through tribal affiliation or community attachment.

O Asi 2 -
e 4 person having origins in anv of the original peoples of the Far B

O Ase Indian Southeast 422 or the Indian Subcontinent, including, for example,

O Cambodizn Cambodia, China, India, Japan Xowmz, Mazvsiz, Pakistan, the Philippins
) Islands, Thailand and Vistnam.

O Chinzzs

O Filipino

O Japamazs

O Eorzan

O Laotian

O Vistmemaza
O Other Azizn

B Black or Adrican American 4 parson having origins in anv of the black racial groups of Africa.

O Native Havwaiian or OtherPacific Islander

4 person having origins inanv of the original peoples of Eswan., Guam,
O Guamanian Samoa, or other Farific Islands.
O Hawaiian
O Samosn

O Other Mative Hawsiian or
Orthvar Pasfic Islandar

O White

4 parson having origins in anv of the original peoples of Europe, the
hliddle Bzt or Morth Africa.
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SAMPLE
NoOT SELECTED FOR INTERVIEW

(also sent to applicants who did not meet minimum qualifications.)

[Date]

Name
Address

Dear [Title] [Last Name]:
Thank you for applying for the position of. . Our

Search Committee gave your application serious consideration; however, you
were not among those selected to interview for the position.

I want to thank you for your interest in California State University, Stanislaus and
wish you well in your future endeavors.

Sincerely,

[Search Committee Chair]
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SAMPLE

INVITED FOR INTERVIEW

[Date]

Name
Address

Dear [Title] [Last Name]:

This will confirm our telephone conversation on concerning your
interview for the position of

[Provide detailed information about hotel reservations including any responsibility
candidate has for guaranteeing room with personal credit card, etc; who the “host”
will be and how/when they will meet; and travel expense reimbursement procedures. |

It is the policy of CSU, Stanislaus to provide reasonable accommodations for
qualified persons with disabilities who are employees or applicants for employment.
If you need assistance or accommodations to interview because of a disability, please
contact the department office at ____. Employment opportunities will not be denied
to anyone because of the need to make reasonable accommodations for a person’s
disability.

Enclosed is a packet of information, which is being sent to each candidate. Also
enclosed is a copy of your on-campus interview itinerary.

If you have any questions, please feel free to call me at

Sincerely,

[Search Committee Chair]

enclosures
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Reguest for On-Camnpuns Intenview
& Trawel Allowance for Reonsimnent

in acrnniance with Trshees" Becab it of Wach 3, 1968, erdd i compliones with Gosemmes ] Code
Sechan 18007, | herelry request an On-Campus Treeel Imennews Alcowance 0 8 maxamam of
|5 | for the Toliowing caruldaie

Name of Canduiste: |

Auidnes |

|

Propased Daleys) of imendew: |

|
u

Estimaled Fxpenses:

Lodging: | |

Train from | | | |

CorRentsl fmm | o | ]

Privale Aurdo [ [mies @ 50485 permie

JUUULH

Esimaied Tobsl

e ey [ —oeps [l Progian Proet _Cis

|

Trowed Approval Mumber- | |

Recqueche by | | | |
Thair of Hirng Deparhment Dade

Appraved by C | L |

Dean of College Deale
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Arpenpix H
ON-CAMPUS INTERVIEWS & EXPENSES GUIDELINES

Funds for the recruitment of faculty are very limited. This shortage severely limits the number of candidates we
can bring to campus for interview and our ability to pay travel expenses. Adherence to the following recruitment
procedures is required in order to maximize the use of funds allocated for this purpose.

Candidates are not to be brought to campus or promised that travel expenses will be paid until final approval
has been received from the College Dean.

The number of on-campus interviews for tenure-track position will be limited by funds available. Recruitment funds
are not allocated for the recruitment of temporary faculty positions.

I. Travel
A. Before issuing an invitation to the candidate to come to campus:
1. Complete On-Campus Interview Request Form (available from Office of Faculty Affairs web page).
2. Secure approval of the Department Chair and the College Dean.

3. Department staff obtains Travel Approval Number from Travel Coordinator, Eleanor Carpenter in
Accounts Payable.

4. Contact candidate

B. Air travel shall be at the “economy” rate from the point of origin to Sacramento, Modesto, or San Francisco.
The Department shall consult the candidate as far in advance as possible in order to obtain the best airfare
(at least 7 days - if not, fares have become prohibitive). Note: If the applicant is from outside the U.S.,
payment will apply only to that portion of the fare for travel within the United States.

C. Reimbursement can be allowed for travel from the candidate’s home to and from the airport at the standard
rate (currently 48.5 cents per mile).

D. Travel to the campus by auto is reimbursed at the standard state rate.
E. [Ifairlines charge extra for travel from San Francisco/Sacramento to Modesto, consider the following:

1. Car rentals - Economy car: Use Enterprise Rent-A-Car which is billed direct to the University. Check
CSUS travel regulations.

2. The recruiting Department makes arrangements for the pick up of candidates at the airport.

F. Travel Expenses for Handicapped Applicants - If any applicant called for an interview has a physical
handicap requiring a traveling companion, the companion may be reimbursed for travel and subsistence
expenses under the rules applicable to the candidate.

II. Food and Lodging

A. Normally, candidates will be housed at the Turlock Holiday Inn Express. More expensive accommodations
must be approved in advance by the Dean. Reservations should be made by the sponsoring Search
Committee prior to the arrival of the candidate on campus. Limit the number of nights of lodging to two
nights. The University rate for a single room is $109.00. In order to get this rate with no tax a “Hotel/
Motel Transient Occupancy Tax Waiver Exemption Certificate for State Agencies” should be filled
out and faxed to the hotel at 664-9998.
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B. Rooms at the Holiday Inn Express are billed direct to the University, and the Travel Desk will forward
to the appropriate Department for signature approval before payment is made. Candidates will not be
reimbursed for long-distance phone calls, laundry, bar bills, etc., charged to their motel rooms.
Candidates should be advised of this before checking in. The Holiday Inn Express has been advised of this
policy and will request payment from the candidates for such charges.

C. Iflodging is unavailable at the Turlock Holiday Inn Express, another alternative would be the Best Western
Orchard Inn. The Orchard Inn will not bill the University without an OI Number given in advance. The
Orchard Inn will not honor the tax waiver exemption.

D. Ifa candidate is accompanied by a spouse or companion(s), we will reimburse food and lodging
expenses for the candidate only. Candidates should be informed of this prior to their visit.

E. Recruitment funds will only provide reimbursements for meals under the following conditions:
1. For all meals, the maximum allowance will be the state rate:
Breakfast, $10.00 Lunch, $15.00 Dinner, $25.00
2. Entertainment expenses (including the purchase of alcoholic beverages) cannot be reimbursed.
3. To secure reimbursement, you must submit an original receipt from the restaurant. This receipt must
list the specific food that was ordered. Non-itemized receipts (e.g., credit card slips, etc.) will not be
accepted.

II1. Travel Claims and Reimbursement Procedures

A. Prepare and submit to the College Dean a packet containing all payment/reimbursement requests for each
of the candidates, including the following:

1. Travel Expense Claim Form - Department Staff prepares claim form in the same manner as for regular
employees. List only the items for which the candidate will be reimbursed. Obtain signature of the
candidate (while candidate is on campus). Attach all original receipts.

2. Meal Expenses — Attach original receipts that list the food ordered for meals.

3. Lodging — Only if the candidate paid for the room. If the billing from the Holiday Inn Express was
charged to the College, do not include it, billing will be sent to College Dean’s Office by the Travel

Coordinator.

B. The College Dean’s Office will obtain the necessary signatures and forward the packet to the Travel
Coordinator in Accounts Payable for payment.
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APPENDIX J
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ArPENDIX L

SAMPLE HIRING RECOMMENDATION (DEPARTMENT)

TO:
[Dean of College]

FROM:
[Department Chair] with signature

RE:
Hiring Recommendation for [Description] Position

Upon the recommendation of the [Department Name] Search Committee, [ am
forwarding the name of [candidate name] as our choice for the position vacancy
in [description]. Accompanying this memo is the complete recruitment file and
supporting documentation.

[Brief summary of candidate’s professional credentials, previous academic experience,
etc. Brief rationale for selecting this candidate in terms of position description and
departmental program needs. ]

RANK & SALARY:

CREDIT TOWARD TENURE:

DEPARTMENTAL SUPPORT:
[For example: reduced workload, travel support, research support, etc.]

This recommendation is supported by the following members of the Search
Committee:

Name

Name

Name
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Arpenpix M

S(Z3%, California State University, Stanislaus
N ﬁ1f :, / Faculty Empleyment Applicatisn Form

Home Telrphons Number:

Werk Anfherization: If kaved yon will be requed to foomzh proof that yom are lepally athmzed fowek m
the United States  Can you finmsth gach prosf? Yes No

Empleyrarat Record & Educationa]l Hictery: pleate attach 2 copy of your rnnm or professional cxorricudem
wio b the form

Why are you lkeavimp your presemi position?

Do we have your permissisn to cominct farmer emphvyers? Yes No

Drwives's Licemse: The poation for which yom have applied may require the nte of a state velncle for thrie
e I you are offred, anl accept, employment with u2, will you be able o formth proof of 2 vahd
Calsforma Dhover'a Licesse at the sppropriate time? Yes No

Crimimal Backpreaml:

1) Have you ever been comacted of any oime at an adnk {exrept traffic vinlahoms pther than felones)? {A
conviction mchndes 2 plea, venthict, o findmg of pmk, regadiess of whether a2 senience was mpoted by the
ot ) Yot Mo

2) Have you evey been avestrd for soy crimmal offense fin which yoo ave asyently free om bail or on your own

recopnrznce, pendimy inal? (Pleate nole that we mary oot nte fxch an awest 2t 2 bass o deny esplyment—
1mless you are convicted ) Y= No

Stzmlernrnt of the Applicas:

"1 catafy that the mtwers I have #rven m the maienal 1 have ssbmtted m applicatom fm thes position are fme
and correct, and that | have not knowimply withbeld aoy fact: or comettanees. 1 onderstand that all amstwers
#rven m my apphication for employment are asbpect to venficabon and that, shoold 1 be employed by the
imnvertity, any merrpredentation or oomzsson of factt m o apphicaivon may be snfficient e for denmsal
The spphration materials mchode thi: docoment and sy other nateriald 1 ooy have snbomtted ™

Applicasi’'s Sipmature:

Daie:

Clery Noidhicaiam
m'th,mmﬂﬂﬂ!ﬂﬂhaﬂﬂihhﬁmﬂ!m The repuant alwo mriades malviotonal
polres omrerns campes samty, sach a8 pohcss comermng akeoho] and drox ose, come prerention the reparing= of
oo, =exual 2t amd ofher mattes. Yow can oblam a copy of ths report on the web at- e b caoatan edofdps To
reqoest 2 prnted copy Telephone {209) 657-3035; Fax (2090 667-3104; w Enea b Poblic Safety(ficardan edn
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ApPENDIX N

SampLE HIRING RECOMMENDATION (DEAN)

TO: [Provost]

CC: VP, Faculty Affairs

FROM: [Dean] with signature

RE: Hiring Recommendation for [Description] Position

Upon the recommendation of [Name of Department Chair], I am forwarding the
name of [candidate name] as our choice for the position vacancy in [description].
Accompanying this memo is the complete recruitment file and supporting
documentation. I fully support this recommendation.

Our recommendation also includes the following elements:
[Deans: Please indicate which items below will be funded—in whole or in part—
from your college s resources.]

* Salary:

* Rank:

+ Start-up Allowance:

* Moving Allowance:

* Credit toward tenure:

* Reporting Date:

* Other special arrangements:
* Stipulations:
 Contingencies:

* Visa Status (if known):

I have spoken informally with the candidate, and believe [he/she] will accept these
conditions upon receipt of our offer letter.
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SAMPLE

INTERVIEWED BUT NOT SELECTED

[Date]

Name
Address

Dear [Title] [Last Name]:

We have completed our selection process for the position of . After
serious consideration we have made an offer to another candidate.

On behalf of California State University, Stanislaus, I want to thank you for your
interest in us and wish you every success in the future.

Sincerely,

[Search Committee Chair]
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ArpENDIX P

SAMPLE
SEARCH CANCELLED OR EXTENDED

[Date]

Name
Address

Dear [Title] [Last Name]:
We have completed our interview process for the position of

. After serious consideration, we have decided not to fill the position vacancy at
this time. We appreciate your interest in California State University, Stanislaus.

-OR -

After serious consideration, we have decided to extend the search process until
approximately [date]. Your application/candidacy will remain ‘active’ during this
extension. We appreciate your patience with our deliberations. Rest assured we
will contact you with further information about this search as soon as practical.

Sincerely,

[Search Committee Chair]
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ArpENDIX Q

Califorma State Umversity, Stamslans
Office of Facnlty Affars

Report om Fimahist Camilidates
{Instroctimz: Once your Search Comuttes has noude it final recommendation to your Collepe Dean,

peaze fill vot thns repet on only thote cahdaies o yoor “dust het™ —whether those applicant: wese
mvited to campel or not )

Department Name:

* Perion Recomsmendded for Hue
= Brief Reasmn® fim Selechon

= Fmahsts Not Hied-
— Name:
— Bopef Reaton® fixr Noo Selerhion-

T

— Bpef Reavyn® fin Noo Selection-

— BnefReaton® fim Noo-Selection-

— Bnef Reason® fir Noo Selection-

* Pleaap 1ol in yowr anzinal positon description. Reasams for selectios or sos-selection shoold be saecimet
atabements aboot canddsie s and’'or weakascoes . I 2 candhdate tonk 2 poshon elorrkee. sy oo
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ArpENDIX R
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