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The Tenure-track Faculty Recruitment Manual is continuously revised and edited to focus on 
key aspects of policy and procedures for recruitment and hiring of tenure-line faculty. The 
recruitment process can produce many unique situations that lead to numerous procedural, 
ethical, and legal questions. For any issues not directly addressed in this manual, contact the 
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Introduction 

Recruiting tenure-track faculty is one of the most consequential tasks undertaken by and for 
our university. Tenure-track careers are typically long and are meant to be so. When we embark 
on a search for a tenure-track faculty member, we are intending to find a teacher, scholar, and 
colleague who will be an engaged and invested member of our university community for many 
years to come. The significance of tenure-track recruiting is multiplied by the need to enhance 
and support the diversity of our faculty, bringing a variety of experiences, perspectives, and 
competencies to our community. 

That significance is matched by the length and expense of the tenure-track recruitment 
process. Months of work go into the search process and the costs of failure are not only 
monetary. Failed searches may be costly, but the damage done to academic departments when 
the wrong person is hired can be incalculable. To do the best for our students, our colleagues, 
and our disciplines, we must get our faculty searches right. 
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I. CHRS Recruiting 

Several important steps in the tenure-track recruiting process are now completed using the 
online Common Human Resources System (CHRS): 

• Creation and approval of job requisition 

• Applicant responses to job postings 

• Search committee review of application materials 

• Recommendations from search committee to dean 

• Preparation of formal offer to successful candidate 

• Completion of onboarding documents 

Please refer to links on the Faculty Affairs website (Faculty Affairs > Recruitment Information) 
for CHRS Recruiting user guides and training opportunities. 
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II. Recruitment Roadmap 

Action To be completed by 

Request tenure-track position from Dean Department Chair 

Complete job requisition including position 
announcement details (in CHRS Recruiting)1 

Department Chair/Administrative Staff 

Approval for job requisition and establish 
salary range (in CHRS Recruiting) 

Provost/College Dean 

Elect Search Committee and send search committee 
names to Faculty Affairs 

Department Faculty/Department Chair 

Select a committee member as Diversity 
Advocate2 

Search Committee 

Search Committee training and meeting with 
AVP Faculty Affairs 

Search Committee 

Develop screening, evaluation, and 
interview processes 

Search Committee 

Advertise position outside of CSU2 
Department Chair and Search 
Committee 

Applicant pool demographic assessment AVPFA 

Initial review of completed applications (in CHRS 
Recruiting) 

Search Committee 

Telephone/videoconference interviews2 Search Committee 

Contact professional references provided by 
candidates 

Search Committee 

Request Dean’s approval for on-campus 
interviews of finalists (in CHRS Recruiting) 

Search Committee 

Complete on-campus interview form Department Administrative Staff 

  

                                                
1 This includes identifying a search committee, but this can be left blank or changed later. 
2 Optional but recommended. 
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Action To be completed by 

On-campus interviews 
Search Committee, Department 
Chair, College Dean, and Provost 

Contact at least one off-list reference for 

candidates considered for appointment1 
Search Committee/Department Chair 

Submit on-campus interview receipt form Department Administrative Staff 

Send regrets to applicants that do not meet the 
minimum requirements of the position (in CHRS 
Recruiting) 

Search Committee Chair 

Submit recommendation for appointment to 
Dean (in CHRS Recruiting) 

Search Committee 

Consult with AVP Faculty Affairs and Provost 
regarding terms of offer 

College Dean 

Discuss informal offer with finalist2 College Dean 

Contact current and/or former employer3 College Dean 

Complete offer card (in CHRS Recruiting) College Dean 

Send regrets to applicants not selected and finalists 
not selected in CHRS Recruiting) 

Search Committee Chair 

Complete recruitment survey (in CHRS Recruiting) Search Committee Chair 

Upload all recruitment records from all committee 
members (including candidate files, evaluation 
notes, rubrics, etc.) to CHRS 

Search Committee Chair 

Follow-up meeting with AVPFA Search Committee 

                                                
1 Optional and only if applicant was informed during their interview and gave their consent. 

2 Conditional on consent to contact current employers. 

3 HR 2017-17 Attachment A Section II.A.3 Reference Checks: The campus will contact current and former employers with a 
standardized inquiry to verify the applicant’s work history and skills. The campus may send an inquiry to the applicant’s current 
employer if the applicant specifically consents or if an offer is made on such condition. 
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III. Equal Opportunity and Diversity 

CSU Executive Order 1097 

The California State University is committed to maintaining an inclusive community that values 
diversity and fosters tolerance and mutual respect. We embrace and encourage our community 
differences in Age, Disability, Race or Ethnicity, Gender, Gender Identity or Expression, 
Nationality, Religion, Sexual Orientation, Genetic Information, Veteran or Military Status, and 
other characteristics that make our community unique. 

Campus Statement on Diversity, Equity, Inclusion, and Social Justice 

The campus embraces our diverse collegiate community and supports building a more inclusive 
community by, among other things, recruiting faculty to improve the diversity of the campus 
community (https://www.csustan.edu/diversity-matters/campus-statement-diversity). 

Proposition 209 

Proposition 209 (1996) amended the California State Constitution to prohibit the granting of 
preferences in public employment, education, and contracting to any individual or group based 
on race, sex, color, ethnicity, or national origin. Consequently, it is not permissible to use 
quotas, preferences, or qualifications based on such categories when recruiting faculty. 

Best Practices to Promote Equal Opportunity and Diversity 

There are actions we can take to promote equal opportunity and diversity within the law: 

• Talk with your departmental colleagues about the importance of electing a diverse search 
committee.  

• Appoint one member of the search committee to function as a diversity advocate during 
the recruitment process to make sure that position announcement is sent to potential 
sources for a diverse applicant pool, raise awareness about unconscious bias with the 
search committee, develop interview questions that illuminate the candidate’s diversity 
experience, proactively ensure that diversity/inclusivity are considered in selection of 
candidates, and consult with Faculty Affairs as needed. 

• Advertise the position widely in venues likely to be seen by diverse audiences. 

• Make direct contact with diverse graduate programs, recognized minority-serving 
institutions (see Appendix A) and students participating in the Chancellor’s Doctoral 
Incentive Program. 

• Diversity statements are required for all tenure-track faculty job candidates. These 
statements help search committees evaluate how candidates will support student success 
at a diverse campus like ours. Prioritizing these statements helps to increase successful 
diversity hires, but this should be communicated to applicants. A sample rubric for 
assessing diversity statements is provided as Appendix B. 
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IV. Search Committees 

• Search committees composed of tenured faculty must be elected by the department1.  

• To include probationary faculty members on a search committee, the department chair 
must submit a request that includes justification to the AVP for Faculty Affairs. The 
Provost serves as the President’s designee. 

• The search committee selects its chairperson. 

• When conducting multiple searches with multiple committees, it is beneficial to have a 
member who serves on more than committee. 

• All search committee members are required to have completed the CSU Learn Searches 
and Recruitment in the CSU training module within the past two years. A link can be 
found on the Faculty Affairs webpage (Recruitment Information > Search and 
Recruitment Training). 

V. Advertising the Position 

• All advertising must be based on the position description developed at the beginning of 
the recruitment process and approved by the Dean. 

• The Office of Faculty Affairs will publish the position announcement on the CSU Stanislaus 
and CSU Careers websites, as well as on contracted sites (e.g., HigherEdJobs.com). All 
other advertising is the responsibility of the department. 

• Department search committees are strongly encouraged to advertise widely and to reach 
out proactively to sources of potential candidates: professional associations, doctoral 
programs, faculty colleagues, etc. 

• Search committees are strongly encouraged to contact participants in the Chancellor’s 
Doctoral Incentive Program directly. Information about the program can be found at 
http://www.calstate.edu/hr/cdip/. A directory of participants in the program, listed by 
academic field, is available from the Office of Faculty Affairs. 

• Developing large, diverse applicant pools is the best way to promote diversity in hiring. 
Search committees are encouraged to make direct contact with departments and 
programs likely to have diverse job candidates. See Appendix A: Recognized Minority-
Serving Institutions for a list of recognized minority-serving doctoral institutions. 

                                                
1 Unit 3 CBA, Art. 12.22: Each department or equivalent unit shall elect a peer review committee of tenured employees for the 
purpose of reviewing and recommending individuals for probationary appointments. At the discretion of the President and upon 
request of the department these peer review committees may also include probationary employees. 

http://www.calstate.edu/hr/cdip/
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VI. Conference Recruiting 

• Recruitment meetings at professional conferences may be important in publicizing the 
position and attracting candidates, however, they may not substitute for the full 
application and interview processes. 

• Funding for conference recruiting must be provided by the department and/or the Dean. 

VII. Reviewing Applicant Files 

• Before any evaluation of applications takes place, the search committee should meet 
with the AVP for Faculty Affairs to review policies, procedures, and best practices. 

• Only completed application files may be evaluated. 

• AVPFA will assess the size, diversity, and quality of the applicant pool and consult with the 
Dean and Search Committee Chair as needed. If the applicant pool is not satisfactory, 
extending the application period or engaging in further outreach may need to considered. 

• The search committee must keep written records of applicant evaluations. These must 
show appropriate, reasoned judgment regarding the selection of finalists and the 

rejection of other applicants1. 

• Use an evaluation rubric when reviewing applicant files (an example is provided as 
Appendix C). Evaluation criteria must be based on the position announcement. 

• Only applicants that meet or exceed the minimum qualification listed in the position 
announcement may be considered. 

• Use a candidate tracking spreadsheet to record candidate status throughout the process. 
An example spreadsheet is provided as Appendix D.  

• Telephone or videoconference interviews are optional but may be helpful in selecting 
finalists for on-campus interviews. If these interviews are conducted, use the same 
procedures and questions for all candidates considered to be potential finalists. 

• Interview questions must be based on the position announcement and formal selection 
criteria. DO NOT ASK CANDIDATES ABOUT: 

o Personal information such as age, race, marital status, children or plans to have 
children, religion, or citizenship 

o Prior salary history 

o Prior criminal convictions 

If a candidate voluntarily provides information about these topics, it must NOT 
become part of the search committee’s discussions or decisions. 

                                                
1 These records must be uploaded in CHRS and will be kept for 5 years. 
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VIII. Checking References 

• The position announcement should require a list of professional references as part of 
the application process. 

• Before inviting finalists for on-campus interviews, the search committee should contact 
professional (on-list) references by phone. Questions for professional references should 
be approved by the search committee. 

• During the on-campus interview, ask for the candidates’ consent to contact off-list 
references. The committee may choose to ask the candidate for suggested off-list 
references. 

• Following on-campus interviews, the committee may contact one or more off-list 
professional references for any candidate considered for appointment that gave their 
consent. Request and respect confidentiality when contacting off-list references1. This is 
separate from and does not replace the reference check conducted by the dean and 
should include persons other than those to be contacted by the dean (see below).  

• Deans (or their designee) must contact former and current employers2. For candidates 
who have not yet worked in an academic position, a doctoral Department Chair may be 
the best reference. For candidates with current/former academic appointments, the 
current/former dean is the best reference. 

IX. On-Campus Interviews 

• Complete the Request for On-Campus Interview Travel & Allowance for Recruitment 
Form and the attached Vendor Data Record. These can be found on the Financial & 
Support Services Gateway website (Staff & Faculty > Travel > Forms). Only the 
highlighted sections of the Vendor Data Record must be completed. Deliver completed 
and signed forms to Financial Services. 

• The On-Campus Interview Receipt form (also on the Travel > Forms page) is used when 
search committee members take a candidate out for a meal and need to claim this as an 
expense. 

• The Travel Request & Claim Form is used by candidates for their own travel expenses. 

                                                
1 “Institutions should respect the confidentiality of candidates for faculty positions. The institution may contact references, 
including persons who are not identified by the candidate, but it should exercise discretion when doing so.” AAUP Policy 
Documents and Reports 2015, pp. 155-6 

2 HR 2017-17 Section II.A. 3 Reference Checks: “The campus will contact current and former employers with a standardized 
inquiry to verify the applicant’s work history and skills. The campus may send an inquiry to the applicant’s current employer if 
the applicant specifically consents or if an offer is made on such condition.” 
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• For questions related to candidate travel or expenses, contact the Travel Office (x3140) 

• Each candidate invited for an on-campus interview1 should be given the same 
experience and opportunity, to the greatest extent possible. 

• Interview questions should be based on the position announcement and formal 
selection criteria. DO NOT ASK CANDIDATES ABOUT: 

o Personal information such as age, race, marital status, children or plans to have 
children, religion, or citizenship 

o Prior salary history 

o Prior criminal convictions 

If a candidate voluntarily provides information about these topics, that 
information must NOT become part of the search committee’s discussions or 
decisions. 

X. Concluding the Search 

• The search committee should consult widely with department faculty regarding the 
suitability and ranking of candidates. 

• The search committee’s recommendation report to the Dean is approved by a simple 
majority of the committee’s members2. 

• If none of the candidates invited for on-campus interviews are considered suitable, the 
search committee should recommend declaring a failed search. 

• Meet with AVPFA to assess the success of recruiting efforts and examine areas for 
improvement. 

XI. Appointment Issues 

• Faculty appointees must have completed the appropriate terminal degree before 
beginning employment in a probationary tenure-track position. 

• Faculty appointees must be legally authorized to work in the United States before 
beginning employment. If a prospective employee requires assistance in obtaining a 
visa, contact the Office of Faculty Affairs. 

• A new faculty member’s first paycheck is issued following the first full month of 
employment. Benefits do not take effect until the second month of employment. 

                                                
1 Or virtual interviews if current events do not make on-campus interviews possible and with the approval of the college Dean 
and Provost. 

2 Unit 3 CBA, Art. 12.22 
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Appendix A: Recognized Minority-Serving Institutions 
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Appendix B: Sample Rubric to Assess Diversity 
Statements 

The sample rubric envisions the evaluation of diversity as encompassing three main areas: 
knowledge and understanding (section 1), track record of activities to date (section 2), and plans 
for contributing at Stan State (section 3). Committees may wish to adjust this categorization to 
reflect their particular needs and goals or disciplinary needs, either by altering the weight of the 
categories. 

Examples can be changes to better fit the academic and disciplinary backgrounds of applicants in 
a search. Faculty members should use their disciplinary expertise to understand what examples 
are likely most appropriate for their particular department or search. 

To best make use of the evaluation rubric, conducting a calibration exercise in advance of 
reviewing the entire candidate pool strongly suggested. The following calibration exercise is 
recommended: 

• Discuss, as a committee, the importance and evaluation of contributions to diversity as 
one aspect of excellence across research, teaching, and service. As a reminder, candidates 
do not need to belong to a particular group or demographic, or to hold particular 
viewpoints, to be successful in this regard. Efforts described by candidates from 
international institutions may look different from work conducted in the U.S. but can be 
equally compelling. 

• Adapt the rubric for use in the particular search, including categories, examples, scores, 
etc.  

• Discuss ahead of time the kinds of evidence that could motivate low, medium, or high 
scores. 

• Ask OFA to select a random sample of 8-10 statements from the applicant pool, redacted 
for candidate name. Apply the rubric to the statements, with each committee member 
scoring the statements separately. Analyze the scores assigned to each statement across 
all categories and by all committee members. Discuss interpretations and discrepancies 
between reviewer scores. Recalibrate the scoring/assessment system as needed. 

• Apply the agreed upon rubric to the entire applicant pool. 

After you have finished the calibration and scoring processes, it is very useful for the search 
committee to share with the rest of the faculty what was learned during this process of assessing 
diversity statements. OFA also welcomes hearing from search committees about how the 
calibration and assessment process went. 
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Knowledge about Diversity, Equity, Inclusion, and Belonging [5 points max] 

Score Examples 

1 – 2: Little to no evidence of 
awareness of DEIB issues in higher 
education or their field 

• Little expressed knowledge of, or experience with, dimensions of diversity 
that result from different identities. Defines diversity only in terms of 
different areas of study or different nationalities, but doesn't discuss 
gender or ethnicity/race. Discusses diversity in vague terms, such as 
"diversity is important for science." May state having had little experience 
with these issues because of lack of exposure, but then not provide any 
evidence of having informed themselves. Or may discount the 
importance of diversity. 

• Little demonstrated awareness of underrepresentation, or of differential 
experiences, of particular groups in higher education or in their discipline. 
May use vague statements such as "the field of History definitely needs 
more women" without offering further examples or specifics. 

• Seems not to be aware of, or understand the personal challenges that 
underrepresented individuals face in academia, or feel any personal 
responsibility for helping to create an equitable and inclusive 
environment for all. For example, may state that it's better not to have 
outreach or affinity groups aimed at particular individuals because it 
keeps them separate from everyone else, or will make them feel less 
valued. 

3: Some evidence of awareness, but 
falls short of significant knowledge 
base or deep interest 

• Has some knowledge of demographic data related to diversity and 
awareness of its importance. 

• Shows some understanding of challenges faced by individuals who are 
underrepresented and the need for everyone to work to create an 
equitable and inclusive environment for all. 

• Comfort discussing diversity, equity, inclusion, and belonging related 
issues 

4 – 5: Clear and deep understanding 
of dimensions of DEIB in higher 
education 

• Clear knowledge of, experience with, and interest in dimensions of 
diversity that result from different identities, such as ethnic, 
socioeconomic, racial, gender, sexual orientation, disability, and cultural 
differences. This understanding can result from personal experiences as 
well as an investment in learning about the experiences of those with 
identities different from their own.  

• Is aware of demographic data related to diversity in higher education. 
Discusses the underrepresentation of particular groups and the 
consequences for higher education or for the discipline. 

• Comfort discussing diversity, equity, inclusion, and belonging related 
issues (including distinctions and connections between diversity, equity, 
inclusion, and belonging).  

• Understands the challenges faced by underrepresented individuals, and 
the need for all students and faculty to work to create an equitable and 
inclusive environment for all. 

• Discusses diversity, equity, inclusion, and belonging as core values that 
every faculty member should actively contribute to. 

  



17 

Track Record in Advancing Diversity, Equity, Inclusion, and Belonging [5 points max] 

Score Examples 

1 – 2: Describes few or no past efforts 
in any detail 

• Participated in no specific activities, or only one or two limited 
activities (limited in terms of time, investment, or role). 

• Only mentions activities that are already the expectation of faculty as 
evidence of commitment and involvement (for example, "I always 
invite and welcome students from all backgrounds to participate in 
my research lab, and in fact have mentored several women." 
Mentoring women scientists may be an important part of an 
established track record but it would be less significant if it were one 
of the only activities undertaken and it wasn't clear that the candidate 
actively conducted outreach to encourage women to join the lab). 

• Descriptions of activities are brief, vague, nominal, or peripheral (“I 
was on a committee on diversity for a year”). 

3: Some evidence of past efforts, but 
not extensive enough to merit a high 
score 

• Evidence of active participation in a single activity, but less clear that 
there is an established track record. 

• Limited participation at the periphery in numerous activities, or 
participation in only one area, such as their research to the exclusion 
of teaching and service. 

• In describing mentoring of underrepresented students, gives some 
detail about specific strategies for effective mentoring, or awareness 
of the barriers underrepresented students face and how to 
incorporate the ideas into their mentoring. 

4 – 5: Sustained track record of varied 
efforts to promote DEIB in teaching, 
research, or service 

• Describes multiple activities in depth, with detailed information about 
both their role in the activities and the outcomes. Activities may span 
research, teaching and service, and could include applying their 
research skills or expertise to investigating diversity, equity, inclusion, 
and belonging. 

• Consistent track record that spans multiple years (for example, 
applicants for assistant professor positions might describe activities 
undertaken or participated in as an undergraduate, graduate student 
and postdoctoral scholar) 

• Roles taken were significant and appropriate for career stage (e.g., a 
candidate who is already an assistant professor may have developed 
and tested pedagogy for an inclusive classroom and learning 
environment, while a current graduate student may have volunteered 
for an extended period of time for an organization or group that seeks 
to increase the representation of underrepresented groups in 
science). 

• Organized or spoken at workshops or other events (depending on 
career stage) aimed at increasing others' understanding of diversity, 
equity, inclusion, and belonging as one aspect of their track record. 
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Plans for Advancing Diversity, Equity, Inclusion, and Belonging at Stan State [5 points max] 

Score Examples 

1 – 2: No personal plans to advance 
DEIB 

• Vague or no statements about what they would do if hired. May even 
feel doing so would be the responsibility of someone else. 

• Describes only activities that are already the minimum expectation of 
faculty (e.g., being willing to supervise students of any gender or 
ethnic identity). 

• Explicitly states the intention to ignore the varying backgrounds of 
their students and “treat everyone the same.” 

3: Some ideas about advancing DEIB, 
but not much detail 

• Mentions plans or ideas but more is expected for their career stage. 
Plans or ideas lacking in detail or clear purpose (for example, if 
"outreach" is proposed, who is the specific target, what is the type of 
engagement, and what are the expected outcomes? What are the 
specific roles and responsibilities of the faculty member?) 

4 – 5: Clear and detailed plans for 
advancing DEIB 

• Identifies existing programs they would get involved with, with a level 
of proposed involvement commensurate with career stage (a tenured 
faculty member would be expected to commit to more involvement 
than a new assistant professor would). 

• Clearly formulates new ideas for advancing equity and inclusion at on 
campus and within their field, through their research, teaching, 
and/or service. Level of proposed involvement commensurate with 
career level (e.g., a new assistant professor may plan to undertake 
one major activity within the department over the first couple of 
years, conduct outreach to hire a diverse group of students to work in 
their lab, seek to mentor several underrepresented students, and co-
chair a subcommittee or lead a workshop for a national conference. A 
new tenured faculty member would be expected to have more 
department, campus-wide, and national impact, and show more 
leadership). 

• Convincingly expresses intent, with examples, to be a strong advocate 
for diversity, equity, inclusion, and belonging within the department/ 
/college and also their field. 

Modified from https://ofew.berkeley.edu/recruitment/contributions-diversity/rubric-assessing-
candidate-contributions-diversity-equity 
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Appendix C: Sample Candidate Evaluation Rubric 

Candidate Evaluation Rubric 
 

     

     

Vacancy#   

    All Required Materials submitted prior to 

review Department   

    

Position    Candidate Meets ALL Minimum 
Requirements stated in the position 
description 

    

Candidate Name     

     

 
Stated Minimum Requirement 

Meets Minimum 

Requirement (Notes) 

Does Not Meet 

Minimum Requirement (Notes) 

     

     

     

     

     

     

Stated Preferences or Conditions     

     

     

     

     

     

Signatures (All Committee Members) 
    

     

Search Chair     

     

Committee Member     

     

Committee Member     
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Appendix D: Example Candidate Tracking Spreadsheet 

First Last Last Updated 
All Required. 

Material 
Submitted 

Required 
Education 

Minimum 
Qualification 

Minimum 
Qualification 

Required 
Qualification 

Required 
Qualification 

Required 
Qualification 

Advance to 
Phone 

Interview 

Advance to 
On- Campus 

Interview 

Aspiring Candidate 10/1/15 Yes Yes Yes Yes Yes No No   

Aspiring Candidate 10/1/15 Yes Yes Yes Yes Yes No Yes   

Aspiring Candidate 10/1/15 Yes No-ABD        

Aspiring Candidate 10/1/15 No         

Aspiring Candidate 10/1/15 Yes No-ABD        

Aspiring Candidate 10/1/15 Yes Yes Yes Yes Yes No No   

Aspiring Candidate 10/1/15 No         

Aspiring Candidate 10/1/15 Yes Yes Yes Yes Yes Yes No Yes Alternate 

Aspiring Candidate 10/1/15 Yes Yes Yes No      

Aspiring Candidate 10/1/15 Yes Yes Yes Yes No     

Aspiring Candidate 10/1/15 Yes Yes Yes Yes Yes No No   

Aspiring Candidate 10/1/15 Yes No No       

Aspiring Candidate 10/1/15 Yes Yes Yes No      

Aspiring Candidate 10/1/15 Yes Yes Yes Yes Yes No Yes   

Aspiring Candidate 10/1/15 Yes Yes Yes Yes No     

Aspiring Candidate 10/1/15 Yes No-ABD        

Aspiring Candidate 10/1/15 Yes Yes Yes Yes Yes Yes Yes Yes Yes 

Aspiring Candidate 10/1/15 Yes Yes Yes Yes Yes No Yes Yes Alternate 

Aspiring Candidate 10/1/15 Yes Yes Yes Yes Yes Yes Yes Yes No 

Aspiring Candidate 10/1/15 No         

Aspiring Candidate 10/1/15 Yes Yes Yes Yes Yes Yes No Yes Alternate 

Aspiring Candidate 10/1/15 Yes No        

Aspiring Candidate 10/1/15 Yes Yes Yes Yes Yes Yes Yes Yes No 
 

Search Chair  
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