FACULTY
SEARCH & SCREEN
PROCEDURES

Prepared for Faculty Search and Screen Committees

Affirmative Action Office



 Chapter 3|

Table of Contents

Introduction

Purpose

Executive Memorandum No. D-1 (Revised)
Glossary

Pre-Search Guidelines — The Decision to Search
Search Requirements

Appointments that Do Not Require a Full Search

Requesting a Limited Search

Waiver of Standard Search Procedures

Promotion

Summary of the Search and Screen Process
Major Activities

The Search and Screen Committee

Forming the Search and Screen Committee

The Charge

Typical Duties of the Search and Screen Committee
for Faculty Searches

Enlarging the Pool of Candidates
Advertising

Networking

Responding to the Applicants

Evaluating the Candidates

The Review Process

References

Checklist for Letters of Reference

The Interview

Search and Screen Committee Interview Sequence

Interviewing Pitfalls

Applicants with Disabilities

Tips on Interviewing Applicants with Disabilities

Appropriate and Inappropriate Questions During
Interactions with Candidates

Closing the Interview

Notification of Unsuccessful Candidates

Sexual Harassment

The Letter of Offer
Essential Components for All Letters of Offer
Benefits

Documenting the Search
Documentation Forms

Affirmative Action Office Forms for Faculty Searches

00 00~ ~N N~ OO N — =

o O

11
11

12

13
13
16
17
18
18
19
20

21
21
22
23
23

25
26
26
26

21
21
28

29
29

31



Introduction

Purpose

Purdue University is committed to equal access and
equal employment opportunity for all, regardless of
race, religion, color, sex, age, national origin or
ancestry, marital status, parental status, sexual
orientation, disability, or status as a disabled or
Vietnam-era veteran.

During the past 40 years, U.S. statutes and executive
orders have specifically addressed the issue of
nondiscriminatory hiring practices. In addition to
asserting an explicit mandate for evenhandedness in
employment decisions involving women, religious
affiliations, persons 40 years of age or older, veter-
ans, gay men, lesbians, and individuals with disabili-
ties, federal legislation has singled out five groups of
racial/ethnic minorities for special attention:
Blacks/African Americans, Hispanics/Latinos,
American Indians/Alaska Natives, Asians, Native
Hawaiians/Other Pacific Islanders, and
Multiracial/Other.

The University recognizes that the entire academic
enterprise is strengthened by enlarging its
community of well-qualified women and minorities,
increasing the diversity of recognized academic
accomplishments, and providing academic role mod-
els for its students and junior faculty. Indeed, a
proactive stance in support of equity and diversity
broadens the cultural richness of the institution and
enhances its vitality and reputation.

Immediate responsibility for recruiting, supporting,
assisting, mentoring, and thus retaining women,
minorities, individuals with disabilities, and veterans
as members of the faculty is vested in the faculty
itself. Responsibility for academic staff personnel
practices is more varied, reflecting the diversity of
academic staff roles. However, Purdue University, as
an academic institution, jointly shares the responsi-
bility of attracting and retaining a greatly increased
number of capable and ambitious women, minorities,
individuals with disabilities, and veterans as
employees.

The following procedures set forth the recommended
practices and requisite forms to use in effectuating
Purdue University’s commitment to equal access and
equal employment opportunity. It is our hope that
this manual will contribute to the University’s effort

to attract, select, and retain a greatly increased num-

ber of capable and ambitious women, minorities,
individuals with disabilities, and veterans.

Diana Prieto

Director

Affirmative Action Office
August 2004

(Third Edition)
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Chapter 1: Introduction

Executive Memorandum
No. D-1 (Revised)

(Supersedes Executive Memorandum No. D-1,
dated January 8, 2001)

December 31, 2002

TO: Provost, Vice Provosts, Vice Presidents,
Chancellors, Deans, Directors, and Heads of
Schools, Divisions, Departments, and Offices

SUBJECT: Reaffirmation of University Policy on
Equal Opportunity and Affirmative Action

I. Statement of Principles and Values

Purdue University is committed to maintaining an
inclusive community which recognizes and values the
inherent worth and dignity of every person; fosters
tolerance, sensitivity, understanding, and mutual
respect among its members; and encourages each
individual to strive to reach his or her own potential.
In pursuit of its goal of academic excellence, Purdue
University seeks to develop and nurture its diversity.
The University believes that diversity among its many
members strengthens the institution, stimulates
creativity, promotes the exchange of ideas, and
enriches campus life.

Purdue University views, evaluates, and treats all
persons in any University-related activity or circum-
stance in which they may be involved, solely as indi-
viduals on the basis of their own personal abilities,
qualifications, and other relevant characteristics.

II. Statement of Policy

Equal Employment Opportunity and Affirmative
Action: Purdue University does not condone and will
not tolerate discrimination against any individual on
the basis of race, religion, color, sex, age, national
origin or ancestry, marital status, parental status,
sexual orientation, disability, or status as a disabled
or Vietnam-era veteran. Purdue University promul-
gates policies and programs to ensure that all per-

sons have equal access to its employment opportuni-
ties. All aspects of the employment relationship,
including recruitment, selection, hiring, training, pro-
fessional development, tenure, promotion, compensa-
tion, and separations, are administered in
accordance with the “Statement of Principles and
Values” and this equal employment opportunity pol-
icy. Additionally, Purdue University promotes the full
realization of equal employment opportunity through
a comprehensive affirmative action program applying
to all units.

Reasonable Accommodations: Purdue University
provides reasonable accommodations that allow
otherwise qualified applicants or employees with
disabilities to perform the essential functions of a
position. Reasonable accommodations will be made
unless such accommodations have the end result of
placing an undue burden on the operations of the
University. Employees needing accommodations
should contact their supervisor or department head,
or seek assistance from the following offices at their
campus:

West Lafayette: Human Resource Services;
Affirmative Action Office

Calumet: Department of Human Resources;
Affirmative Action Office

Fort Wayne: Department of Human Resources;

Affirmative Action/Equal
Opportunity Office

North Central: Human Resources;
Equal Opportunity/Affirmative

Action Office.

Educational Opportunity: Purdue University does
not discriminate against any individual in the
University community on the basis of race, religion,
color, sex, age, national origin or ancestry, marital
status, parental status, sexual orientation, disability,
or status as a disabled or Vietnam-era veteran.
Purdue University promulgates policies and programs
to ensure that all persons have equal access to its



educational programs, services and activities. All
policies and procedures which are applicable to stu-
dents are administered in accordance with the
“Statement of Principles and Values.” Purdue
University provides academic adjustments and auxil-
iary aids and services to qualified students with dis-
abilities in accordance with federal law. Questions
concerning academic adjustments and auxiliary aids
and services should be directed to the following
offices:

West Lafayette: Adaptive Programs;
Office of the Dean of Students

Calumet: Student Support Services;
Vice Chancellor for Student
Services

Fort Wayne: Services for Students with
Disabilities;

Dean of Students

North Central:  Disability Services;
Student Support Services

III. Programmatic Responsibility

The president of Purdue University is charged with

overall responsibility for the successful implementa-
tion of Purdue University’s equal opportunity, equal
access, and affirmative action policies.

The vice president for human relations is Purdue
University’s equal opportunity officer and is responsi-
ble for developing University-wide policies pertaining
to equal opportunity, equal access, and affirmative
action in cooperation with other University officers.

The director of affirmative action reports to the vice
president for human relations. Within the Purdue
University system, the director is responsible for the
development and dissemination of affirmative action
data and the provision of technical assistance to
regional campus equal opportunity/affirmative action
officers (EO/AA officers). The director serves as a
resource to and coordinator of system-wide activities
and programs. At the West Lafayette campus, the
director is responsible for developing policies, proce-
dures, and programs related to equal employment

opportunity, equal access, and affirmative action in
coordination with other University offices; assisting
individual units with the development, implementa-
tion, and oversight of their equal employment oppor-
tunity, equal access, and affirmative action programs
for academic and nonacademic employees; develop-
ing internal monitoring and reporting systems; and
performing required analyses of affirmative action
data. The director serves as the campus liaison with
federal and state enforcement agencies and commu-
nity action groups and is the Americans with
Disabilities Act coordinator for the West Lafayette
campus. The Equal Opportunity/Affirmative Action
(EO/AA) officers at the Calumet, Fort Wayne, and
North Central campuses are appointed by and report
to the regional campus chancellors. They are respon-
sible for the development, implementation, and
monitoring of their campus’ equal employment
opportunity, equal access, and affirmative action pro-
grams and for coordination of these efforts with the
director of affirmative action as necessary.

The director of human resource services, West
Lafayette campus, is responsible for the inclusion,
where appropriate, of equal employment opportunity,
equal access, and affirmative action concepts in
University personnel policies, procedures, and pro-
grams; coordination with the director of affirmative
action and other University offices in the develop-
ment of policies, procedures, and programs which
enhance the University’s equal employment opportu-
nity, equal access, and affirmative action efforts; and
generating data from the Personnel Information
System for use by the Affirmative Action Office.

The director provides support and assistance to
University offices or departments in the exercise of
their equal employment opportunity, equal access,
and affirmative action responsibilities, which include
monitoring and record keeping of applicant flow and
hiring for staff positions.

The vice president for student services is responsible
for implementation of this policy to ensure equal
opportunity, equal access, and affirmative action con-
cepts in the policies, procedures, programs, services,
and activities of the University concerning students.
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Chapter 1: Introduction

IV. Authority and Accountability within
Administrative Units

The principal objectives of Purdue University’s equal
opportunity, equal access, and affirmative action
policies are to provide fair and consistent treatment
for all students and employees of the University. The
University is committed to increasing the recruit-
ment, selection, and promotion of faculty and staff
at the University who are racial or ethnic minorities,
women, persons with disabilities, or Vietnam-era vet-
erans. Correspondingly, the University is committed
to policies and programs which increase the diversity
of the student body. The primary responsibility for
achieving these objectives rests with the provost,
executive vice president and treasurer, regional cam-
pus chancellors, vice presidents, deans, and all other
senior administrators.

Vice presidents, chancellors, and deans are responsi-
ble for: establishing goals and action-oriented pro-
grams within their units and integrating equal
opportunity, equal access, and affirmative action
principles and objectives into all decisions within
their areas of responsibility. Vice presidents, chancel-

lors, and deans (or their designees) are also responsi-

ble for reviewing recommendations for hiring,
compensation, promotion, transfer or reassignment,
and termination to ensure compliance with the

University’s affirmative action program in both proce-

dure and outcome, and for reviewing the qualifica-
tions of applicants and reasons for selection to
ensure that minorities, women, and persons with
disabilities are given full opportunities for hire and
promotion.

Department heads, directors, and supervisors at each
campus are responsible for promoting equal employ-
ment opportunity and making good faith efforts to
achieve affirmative action goals.

Evaluations of administrators and supervisors will
include their equal employment opportunity, equal
access, and affirmative action efforts and results.

V. Discrimination Complaints

Purdue University is committed to addressing dis-
crimination complaints promptly and consistently,
using procedures that are fair and effective from the
point of view of the person and the institution, and
to resolving complaints at the lowest organizational
level wherever possible. The vice president for
human relations shall issue procedures for the
enforcement of the policies set forth in this executive
memorandum.

Persons who feel they have been discriminated
against should bring their complaints to the attention
of their department head or supervisor, or seek assis-
tance from the following offices at their campuses:

West Lafayette: Human Resource Services;
Affirmative Action Office

Calumet: Department of Human Resources;
Affirmative Action Office

Fort Wayne: Department of Human Resources;

Affirmative Action/Equal
Opportunity Office

North Central: Human Resources;
Equal Opportunity/Affirmative

Action Office.

Persons bringing complaints to the attention of the
University are protected from interference, intimida-
tion, or reprisal in any form. Retaliation against any
person who has made a complaint is absolutely pro-
hibited. It inhibits the ability of the University to
address complaints and contributes to distrust of
complaint procedures.

The vice president for human relations will be noti-
fied promptly of any written complaint filed inter-
nally and/or with external agencies at any campus
which alleges discrimination on the basis of race,
religion, color, sex, age, national origin or ancestry,
marital status, parental status, sexual orientation,
disability, or status as a disabled or Vietnam-era vet-
eran. In consultation with University officers, chan-
cellors, and legal counsel, the vice president for
human relations shall be responsible for coordination



of the resolution of all discrimination complaints
filed with external agencies and for oversight and

coordination of internal discrimination grievance pro-

cedures. Resolutions of formal complaints involving
litigation or financial obligations for the University
will be subject to review by cognizant University offi-
cers and approval by the president.

VI. Complaints Alleging Discrimination
on the Basis of Membership in
Categories Not Protected Under
Federal or State Law

The University has gone beyond the requirements of
federal and state laws in committing not to discrimi-
nate against any person in the University community
on the basis of marital status, parental status, or sex-
ual orientation. Any complaint alleging a breach of
the University’s obligations to a person in a contrac-
tually protected category is barred unless a formal
complaint is filed with the vice president for human
relations within one-hundred-twenty (120) days of the
alleged occurrence. Complaints must conform to the
requirements of the procedures implemented pur-
suant to this policy. A person may not initiate a suit
alleging breach of the University’s contractual obliga-
tion against the University or any employee or agent
of the University unless the person’s claim has first
been denied in whole or in part under the
University’s internal procedures. Any suit against the
University or any employee or agent of the University
alleging a breach of the University’s obligation with
respect to a person because of membership in a con-
tractually protected category is barred unless a suit
is filed within one (1) year of the alleged breach.
Jurisdiction and venue for litigation alleging such a
breach of the University’s obligation shall lie exclu-
sively in the courts in Tippecanoe County, Indiana,
and any person who files such a suit hereby consents
to service of process from said courts.

Notwithstanding the prohibition against discrimina-
tion on the basis of marital status, parental status, or
sexual orientation, the University may, without violat-
ing this prohibition, provide different benefit pack-
ages to employees who have a spouse, same sex

domestic partner, and/or dependent children than
are provided to other employees.

VII. Limitation of Remedies

The combined aggregate liability of Purdue University
and any employee or agent of the University, acting
within the scope of their employment, for any breach
of the University’s obligation to any one person in a
contractually protected status shall be limited to
twenty-five thousand dollars ($25,000) in damages,
consequential, incidental, or otherwise. In calculat-
ing such damages, neither Purdue University nor any
employee or agent of the University shall be liable for
punitive damages, exemplary damages, damages for
pain and suffering, emotional distress damages, or
attorney’s fees.

VIII. Waiver

Nothing contained in this policy should be inter-
preted as a waiver by the University of its sovereign
immunity, immunity pursuant to the Eleventh
Amendment of the United States Constitution, and
any other immunity or defense which is available
under state or federal laws.

IX. Additional Requirements of
Affirmative Action Programs

As a federal contractor, each campus within the
Purdue University system is required to develop and
maintain a written affirmative action program which
is a set of specific results-oriented actions and proce-
dures to which the University commits itself. These
programs must be updated annually. Affirmative
action programs for Purdue University are available
for inspection in the Affirmative Action Office at
each campus.

Martin C. Jischke
President
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Chapter 1: Introduction

Glossary

Applicant — An individual who has submitted a for-
mal curriculum vitae and other required materials
for a vacant position that has been advertised.

Candidate — An individual who is deemed to meet
the requirements for a specific vacancy, either by
applying or by accepting a nomination.

Disability-related inquiry — A question or series of
questions that is likely to solicit information about a
disability.

Employment inquiries — Communications received
by any office within Purdue from individuals express-
ing interest in positions that may be available.
Employment inquiries are not considered applica-
tions for specific vacancies.

Finalist — Each candidate who is seriously consid-
ered for an appointment or whose name is submitted
for final consideration.

Individual with a disability — An individual who has
a physical or mental impairment that substantially
limits one or more of his/her major life activities, has
a record of such an impairment, or is regarded as
having such an impairment.

Nominee — An individual who is nominated by some-
one other than him/herself for a specific vacancy. If
a person who is nominated refuses the nomination,
he/she shall be called an “uninterested nominee”
and shall be recorded as such.

Qualified individual with a disability — An individ-

ual with a disability who satisfies the requisite skill,

experience, education, and other job-related require-
ments of a position held or desired, and who, with or
without reasonable accommodation, can perform the
essential functions of the job.

Reasonable accommodation — A modification or
adjustment to a job, the work environment, or the
way a job is usually done that enables a qualified
individual with a disability to enjoy an equal employ-
ment opportunity.

Undue hardship — An action that requires signifi-
cant difficulty or expense in relation to the size of
the employer, the resources available, and the nature
of the operation.

Special disabled veteran — A veteran who is entitled
to compensation under laws administered by the
Veterans Administration for a disability rated at 30
percent or more; or, rated at 10 or 20 percent, if it
has been determined that the individual has a seri-
ous employment disability; or, a person who was dis-
charged or released from active duty because of a
service-connected disability.

Veteran of the Vietnam era — A person who

1) served on active duty for a period of more than
180 days, any part of which occurred between
August 5, 1964, and May 7, 1975, and was discharged
or released with other than a dishonorable discharge;
2) was discharged or released from active duty for a
service connected disability if any part of such active
duty was performed between August 5, 1964, and
May 7, 1975; or

3) served on active duty for more than 180 days and
served in the Republic of Vietnam between February
28, 1961 and May 7, 1975.

Newly separated veteran — A veteran who served on
active duty during the one-year period beginning on
the date of such veteran’s discharge or release from
active duty.

Other protected veterans — Veterans who served on
active duty during a war, campaign, or expedition for
which a campaign badge has been authorized, other
than special disabled veterans or veterans of the
Vietnam era.

PLEASE NOTE THE FOLLOWING:

Although the single term “minority” is used
throughout this manual, one must be mindful that
there are significant differences in the back-
grounds, perspectives, and needs of individuals
deemed to be “minorities.” These differences should
be considered in evaluating the unique qualities
and contributions of each candidate.



Pre-Search Guidelines — The Decision to Search

Search Requirements

In accordance with Purdue University’s equal oppor-
tunity obligations, all faculty openings, including

continuing-term lecturers, that are 50 percent time or

greater must be posted (i.e., a public announcement
of a search for qualified applicants must be made).

Some form of search is almost always required. Full
searches, employing ads in national or regional news-
papers and journals, are required for most positions.
Limited searches for faculty positions may be
restricted to the University campus or even to the
unit in which the position resides. These exceptional
searches must be approved by the Affirmative Action
Office and justified by the qualifications sought.

Appointments that
Do Not Require a Full Search

The following positions do not require a full search:

* Temporary appointments limited to a specific time
or term lasting not longer than one year.

* Appointments for less than half-time, which cannot
be increased to 50 percent or greater time without
a full search.

e Visiting and adjunct faculty appointments for a
maximum of one year (up to three years if funded
by a grant), made with the understanding that
positions so filled will be subject to full searches
should the terms be extended beyond the manda-
tory limit.

* Student appointments made with the understand-
ing that a department wishing to retain a student
employee as a faculty member must post this open-
ing and conduct an open search in which the stu-
dent employee competes with other comparably

qualified candidates. Student appointments
include the following categories:

— Post-doctoral Research Associates or
Post-doctoral Fellows

— Visiting Scholars
— Interns

— Residents

- Pharmacy Externs
— Fellows

— Trainees
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— Teaching Assistants
— Graduate Research Assistants

— Undergraduate Research Assistants —
Pre-doctoral Fellows

Reminder: Individuals appointed to positions with-
out a search being conducted must be informed that
subsequent offers of employment will not be made
to them unless they are selected as the result of an
approved search.

The Affirmative Action Office is available as a
resource to departments should they have any ques-
tions or wish for a review of position announcements
for appointments that do not require a full search.

Requesting a Limited Search

A number of requests to waive search procedures
have been transformed into requests for searches
limited to the Lafayette/West Lafayette area, the
University, or in some instances, to the campus.
Limited searches can be completed in as little as 25
days. A Position Announcement Authorization Form
requesting a limited search should be submitted to
the Affirmative Action Office with a position descrip-
tion and a copy of the advertisement.
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Chapter 2: Pre-Search Guidelines — The Decision to Search

Waiver of Standard
Search Procedures

Each year a few faculty appointments are made and
some promotions are granted without going through
the standard search procedures. There are a few con-
cretely defined circumstances under which waivers
are routinely allowed. Examples are:

* An individual named in an externally funded grant
award by a member of the Purdue faculty.

e A faculty member changing from a tenurable to a
nontenurable or staff position.

* Occasional special appointments and changes
recommended by the provost.

If you have questions about a waiver, please call the
Affirmative Action Office at 47253.

Promotion

Promotion is any advancement in rank and/or salary.
Faculty promotions along tenurable track are consid-
ered noncompetitive, insofar as they are not subject
to a competitive external search process but are
granted pursuant to the Promotion and Tenure
Guidelines. The Affirmative Action Office monitors
promotion of faculty.



summary of the Search and dcreen Process

Major Activities

Determine job-related criteria and documents that applicants need
to submit for the position, and prepare Position Announcement
Authorization Form (PAA).

Responsihle Party

Department Head and/or
Search Chair

Identify members of Search and Screen Committee.

Department Head and/or Dean

Identify recruitment resources that aid in assuring a diverse pool
of applicants.

Search Chair/Department Head
and/or Dean

Submit PAA with accompanying job description and advertisement
to the Affirmative Action Office.

Search Chair/Department Head
and/or Dean

Review and approve PAA.

Affirmative Action Office

Send Applicant Self-Identification Forms and confirmation materials
to search chair or contact person for the Affirmative Action Office.

Affirmative Action Office

Draft letters to recruitment contacts and place advertisements.

Search and Screen Committee

Respond promptly to all applicants upon receipt of materials;

include in the response a detailed position description (if necessary),

Applicant Self-Identification Forms, Confidential Communication
Form, Nondiscrimination Policy Statement, and reply envelopes
(addressed to the Affirmative Action Office).

Search Chair

Develop an evaluation instrument to be used to record factual
information regarding each applicant.

Search and Screen Committee

Evaluate each applicant’s background and experience on the basis
of requirements identified in the position description and PAA,
and check references.

Search and Screen Committee

Send Statistical Description of Applicant Pool to Search and Screen
Committee one week from date of initial application review.

Affirmative Action Office

Review the total applicant pool, evaluation process, affirmative
action steps, and recommendations of the Search and Screen
Committee regarding the candidates to be interviewed and ask
questions, if necessary.

Dean

Schedule interviews and make travel arrangements.

Search and Screen Committee

Contact the Affirmative Action Office to request the Search and
Screen Recommendation Form, which includes the Final Statistical
Description of Applicant Pool.

Search Chair and/or
contact person for the
Affirmative Action Office

Complete a Search and Screen Recommendation Form and
submit for review to the Affirmative Action Office with
accompanying advertisements, list of applicants, and supporting
comments on candidates.

Search Chair and/or Dean

Obtain acceptance in writing from the final candidate.

Department Head and/or Dean

Communicate decision to unsuccessful finalists.

Search Chair

Close search (maintain records for three years).

Department Head and/or Dean
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The Search and Screen Committee

It is not unusual for the Search and Screen
Committee to be the only contact many applicants
and candidates will have with the University.
Therefore, the Search and Screen Committee is pro-
vided with an excellent opportunity to enhance the
reputation and image of Purdue University. Always
bear in mind that while a Search and Screen
Committee is evaluating a candidate, the candidate
is also evaluating the Search and Screen Committee,
the department or unit it represents, and, ultimately,
the University.

Because no committee has greater ability to make
profound and substantive changes in an employment
unit than the Search and Screen Committee, every
member of the Search and Screen Committee should
thoroughly understand the requirements of the posi-
tion to be filled, the needs of the department or unit,
University policies regarding equal employment
opportunity, and the mission of the University.

Generally, searches for continuing lecturer, assistant

professor, associate professor, and full professor must
be national searches and should be advertised in The
Chrowicle of Higher Education.

Search and Screen Committees at Purdue University
function as advisors to a departmental primary com-
mittee or a dean or department head, recommending
one or more individuals for a position.

Forming the Search and Screen
Committee

The Search and Screen Committee should have mem-
bers who have legitimate and direct interests in the
selection process. Criteria used in selecting the
Search and Screen Committee members often
include the following:

* knowledge of the substantive area

* demonstrated ability in promoting a deliberative
process

* knowledge of the campus and its surrounding
communities

e strong interpersonal and recruitment skills

The members of the Search and Screen Committee
should possess sensitivity to affirmative action
issues. When possible, women and minorities from
within the unit should be represented on all Search
and Screen Committees. However, since these indi-
viduals tend to be asked frequently to serve on an
array of committees, this may not always be feasible.
There is certainly no objection to including women or
minorities from other departments or administrative
units or enlisting their help in the search process.

Personnel from the Affirmative Action Office are
available to meet with the committee or to serve as
a resource at any point in the search process. The
Search and Screen Committee will want to evaluate
all steps of its search in terms of affirmative action,
with particular attention to the danger of uninten-
tionally introducing any kind of discriminatory prac-
tice into the process.

The Charge

The charge to the Search and Screen Committee
must be clear and precise. Ambiguity in the charge,
in the role of the committee, or in the extent of its
authority can create confusion that will hamper and
delay the selection process at crucial points.

Ideally, a Search and Screen Committee should be
as small as possible, yet large enough to include as
many legitimate interests as possible. It must be
remembered that it takes time to meet as often as a
Search and Screen Committee will find necessary.
The more members, the more difficult it is to have
everyone present for the meetings — all of which are
important.
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Chapter 4: The Search and Screen Committee

Typical Duties of the
Search and Screen Committee
for Faculty Searches

Ll S

10.

11.

12.

Set a timetable for each search procedure.
Formulate the position description.
Determine job-related criteria for the position.
Develop job-related evaluation forms.

Select newspapers and journals in which
advertisement will appear.

Draft advertisement.

Plan a search that is sensitive to affirmative
action issues and the need for a diverse pool of
candidates.

Develop all written communications (i.e., recruit-
ment letters, letters acknowledging receipt of
application, letter to nominee, nonselection
notification).

Collect the names and addresses of persons and
institutions to which recruitment letters can be
sent.

Review applicants to determine if the applicants
meet the advertised qualifications.

Inform all applicants and nominees that finalists
cannot be guaranteed confidentiality.

Develop a list of core interview questions to ask
candidates related to the essential duties of the
position.

13.

14.
15.

16.

17.

18.

19.

20.

Participate in the initial and second screening
of candidates.

Take part in conference calls to candidates.

Assist the chair in travel arrangements and
interview schedules.

Participate in a seminar, class demonstration,
and formal interview.

Participate in final evaluation and formulation
of recommendation to the chair by a designated
date.

Where underutilization of women or minorities
exist, contact and work with the Affirmative
Action Office to promote the inclusion of quali-
fied diverse candidates in the pool of finalists to
allow opportunity to correct underutilization.

When the committee sends forward to the dean
of the school the recommended finalist to hire,
a memo of justification should include reasons
why the particular candidate is being recom-
mended and why the other finalists are not
being recommended. The justifications must be
job-related.

Attend all meetings and maintain appropriate
confidentiality about Search and Screen
Committee meetings.



Enlarging the Pool of Candidates

One of the most important elements of the search

process is creating a broad and diverse pool of candi-

dates. One often hears the remark that the pool of
women or minorities in a specific discipline is mea-
ger or even nonexistent. While certain fields may not
have large numbers of women and minorities, there
is no field in which they are nonexistent.

Advertising

Advertising only in the traditional publications will
often result in a homogeneous pool of traditional
applicants. To enlarge the pool of candidates, a
Search and Screen Committee must consider adver-
tising in a variety of other publications and contact-
ing a variety of professional organizations. Many
publications and organizations advertise faculty and
administrative positions for women, minorities, and
individuals with disabilities. Advertising in appropri-
ate publications and contacting relevant organiza-
tions will not only assist in enlarging the pool of
candidates but also will convey the commitment of
the department and institution to recruit women,
minorities, and individuals with disabilities.

In order to ensure a national search, all positions
should be advertised in The Chronicle of Higher
Education. Departments may wish to pool resources
within a unit or school for purposes of advertising in
The Chronicle of Higher Education.

Search and Screen Committees may want to place
advertisements in one or more of the following jour-
nals in order to reach a diverse applicant pool. The
list of publications is a sampling of what is available
and is not an exhaustive list. Search and Screen

Committees are encouraged to identify diverse adver-

tising sources within their discipline.

The Chronicle of Higher Education (The top news
source for college and university faculty members
and administrators)

1255 23rd Street, NW, Suite 700,

Washington, DC 20037

Phomne: (202) 466-1050

Faax: (202) 296-2691

Web: www.chronicle.com

E-mail: jobs@chronicle.com (for advertising)

Affirmative Action Register (National EEO recruit-
ment publication directed to females, minorities,
veterans, and individuals with disabilities)

8356 Olive Boulevard, St. Louis, MO 63132

Phone: (314) 991-1335 or (800) 537-0655

Fax: (314) 997-1788

Web: www.aar-eeo.com

E-mail: aareeo@concentric.net

Academic Careers Online (Global job site of career
opportunities in education and academia)

Five Harford Lane, Radnor, PA 19087

Phone: (610) 254-2420

Fax: (509) 693-3834

Web: www.AcademicCareers.com

E-mail: info@AcademicCareers.com

American Council on Education (Maintains resume
banks for top administrative positions)
One Dupont Circle, NW, Washington, DC 20036
Phone: (202) 939-9300
Fax: (202) 833-4760
Web: www.acenet.edu

American Indian Science and Engineering Society
(AISES) (Magazine published quarterly plus online
advertising)

P.0. Box 9828, Albuquerque, NM 87119-9828

Phone: (505) 765-1052

Faa: (505) 765-5608

Web: www.aises.org

E-mail: info@aises.org
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American Society of Women Accountants
(Online job listings plus chapter contacts throughout
Indiana)

8405 Greensboro Drive, Suite 800

McLean, VA 22102

Phone: (703) 506-3265 or (800) 326-2163

Fax: (703) 506-3266

Web: www.aswa.org

E-mail: aswa@aswa.org

Association for Women in Science (Research and
academic positions; published six times per year plus
online advertising)

1200 New York Avenue, NW, Suite 650

Washington, DC 20005

Phone: (202) 326-8940

Fax: (202) 326-8960

Web: www.awis.org

E-mail: awis@awis.org

Black Issues in Higher Education (Academic
and administrative positions are published 26 times
a year)

10520 Warwick Avenue, Suite B-8,

Fairfax, VA 22030

Phone: (703) 385-2981 or (800) 783-3199

Faa: (703) 385-1839

Web: www.blackissues.com

E-mail: biads@cmapublishing.com

Committee on Institutional Cooperation —
Directory of Minority, PhD, MFA, and MLS
Candidates and Recipients

1819 South Neil Street, Suite D,

Champaign, IL 61820-7271

Phone: (217) 333-8475

Fax: (217) 244-7127

Web: www.cic.uiuc.edu/index.shtml

E-mail: cic@uiuc.edu

Committee on Institutional Cooperation —
WISE Directory of PhD Candidates and
Recipients, and Post-doctoral Appointees
(Women in Science and Engineering)

1819 South Neil Street, Suite D,

Champaign, IL 61820-7271

Phone: (217) 333-8475

Fax: (217) 244-7127

Web: www.cic.uiuc.edu/index.shtml

E-mail: cic@uiuc.edu

Directory of Scientific Research Centers in
Minority Institutions (Detailed descriptions that
include area of research, facilities, and principal
investigators)

Director, Division of Research Infrastructure

National Center for Research Resources

National Institutes of Health

One Democracy Plaza, Room 934

6701 Democracy Boulevard, MSC 4874

Bethesda, MD 20892-4874

Phone: (301) 435-0788

Faa: (301) 480-3770

E-mail: RIADIR@mail.nih.gov

Hispanic Outlook in Higher Education (Published
26 times a year, it is the sole Hispanic journal on
today’s college campus that reaches a broad cultural
audience of educators, administrators, students, stu-
dent services, and community-based organizations,
plus corporations)

210 Route 4 East, Suite 310

Paramus, NJ 07652

Phone: (201) 587-8800

Faa: (201) 5879105

Web: www.hispanicoutlook.com

E-mail: pub@hispanicoutlook.com

IEEE Computer Society (Academic and professional
positions)
10662 Los Vaqueros Circle
Los Alamitos, CA 90720-1314
Phone: (714) 821-8380
Faa: (714) 821-4010
Web: www.computer.org
E-mail: advertising@computer.org
(for advertising only)

IMDiversity.com (Online advertising for professional
and technology positions)

909 Poydras Street, 34th Floor,

New Orleans, LA 70112

Phomne: (504) 5230154

Fazx: (504) 523-0271

Web: www.imdiversity.com

E-mail: sales@imdiversity.com



Institute of Electrical and Electronic Engineers
(Online job postings and networking)
3 Park Avenue, 17th Floor,
New York, NY 10016-5997
Phone: (212) 419-7900
Faa: (212) 752-4929
Web: www.ieee.org

Minority & Women Doctoral Directory (Listing of
minority and women doctoral students who have
recently received or are soon to receive their
doctoral degree)

5908 Featherlight Place

Santa Rosa, CA 95409
Phone: (707) 539-7944
Faa: (707) 539-7916

National Association of Black Accountants, Inc.
(Online job listings and placement service)
7249-A Hanover Parkway
Greenbelt, MD 20770
Phone: (301) 474-NABA
Faa: (301) 474-3114
Web: www.nabainc.org

National Society of Black Engineers (Online
advertising for professional positions)

1454 Duke Street

Alexandria, VA 22314

Phone: (703) 549-2207

Faa: (703) 683-5312

Web. www.nsbe.org

E-mail: info@nsbe.org

Sciweb (The Life Science Home Page, comprehensive
online career resource center)
BioCareer Center
1625 K Street, Suite 1100
Washington, DC 20006-1604
Web: www.sciweb.com

Society for Advancement of Chicano & Native
Americans in Science (SACNAS) (Published six

times per year plus online advertising)
P.0. Box 8526
Santa Cruz, CA 95061-8526
Phone: (831) 459-0170
Fax: (831) 459-0194
Web: www.sacnas.org
E-mail: info@sacnas.org

Society for College and University Planning
(Professional and administrative positions related to
planning)

339 E. Liberty, Suite 300

Ann Arbor, MI 48104

Phone: (734) 998-7832

Faa: (734) 998-6532

Web: www.scup.org

E-mail: info@scup.org

Society of Women Engineers (Maintains database of
resumes plus listserv on jobs)

230 E. Ohio Street, Suite 400

Chicago, IL 60611-3265

Phone: (312) 596-5223

Fax: (312) 596-5252

Web: www.swe.org

E-mail: hq@swe.org

Women in Higher Education (Great resource to
reach 12,000 women who have administrative careers
in higher education)

5376 Farmco Drive

Madison, WI 53704

Phone: (608) 251-3232

Fax: (608) 284-0601

Web: www.wihe.com

FE-mail: career@wihe.com

Women in Technology International (Computing,
science, and technology positions)

13351-D Riverside Drive #441

Sherman Oaks, CA 91423

Phone: (818) 788-9484 or (800) 334-WITI

Fax: (818) 7889410

Web: www.witi.org

E-mail: info@witi.com
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Networking

In addition to advertising a position in a variety of
publications, making direct contact with academic
departments, professional organizations, and col-
leagues is an effective method of expanding your
search. The informal, word-of-mouth approach to
recruitment is one of the most successful practices
for identifying candidates.

Departments are urged to:

Encourage faculty and staff who will be attending
professional conferences or who will be delivering
papers at other universities to combine their visits
with recruitment efforts for present and future posi-
tions. They can provide institutions with potential
candidates with general information about Purdue
University, which may be obtained from the Office of
University Relations and the Affirmative Action
Office. They should be encouraged to solicit curricula
vitae from promising candidates.

Establish a working relationship with departments
and units at institutions with substantial numbers of
women and minorities. This will allow a host of mutu-
ally beneficial activities to be undertaken, such as a
sharing of research facilities and exchanges of fac-
ulty and staff. Teaching for a semester, delivering a
paper, or simply making an informal visit will allow
Purdue University faculty to discuss job openings
with the staff and students at these institutions.

Request names of potential candidates from
women and minorities at Purdue University, as well
as at institutions with strong graduate programs in
their discipline. These names can be put into a card
file or data bank along with the names of candidates
from previous searches who either did not accept an
offer at Purdue University or who now may qualify
for a position in their department. The card file or
data bank should be continually updated with new
names provided by women, minorities, students,

and alumni from Purdue University and other
institutions.

Request the names of potential candidates from
women and minority caucuses within relevant pro-
fessional and academic associations. Maintain ongo-
ing communication with these caucuses on other
issues.

Keep national higher education associations
informed of present and possible future positions.
Several such associations contain special interest
groups (e.g., the American Educational Research
Association has Hispanic and Black caucuses).

Maintain ongoing contact with professional organi-
zations, associations, and agencies that have job-
referral services.

Consider hiring recent women and minority gradu-
ates from your own department.

Maintain close contact with women and minority
graduates of Purdue University.

Contact women and minorities who have received
significant grants or professional recognition, and
ask for the names of promising women and minority
scholars.

Use a personal approach in recruiting candidates.
Often outstanding potential candidates do not apply
for advertised positions but might be responsive to
individual contacts. If an individual declines a nomi-
nation or does not respond to your letter of inquiry,
you may wish to telephone the person to determine
if his or her reasons for declining can be addressed
and resolved.

Invite women and minority scholars from other
institutions to participate in department-sponsored
symposia and visiting professorships. A one-year visit-
ing professorship to replace a faculty member who is
on leave will not only help a department in meeting
its instructional responsibilities but will also
strengthen the link between the department at
Purdue University and a similar department at
another institution.



Contact the Affirmative Action Office for assis-
tance. Utilization analyses and availability estimates
for women and minorities appear in the Purdue
University Affirmative Action Plan, which is prepared
annually by the Affirmative Action Office.

Inform alumni publications at universities where
women and minorities are well represented of avail-
able positions.

Consider contacting the affirmative action offices
at other universities. Some (including Purdue
University) maintain lists of women and minorities at
their institutions who are looking for academic
employment elsewhere.

If your department is developing plans for creating
an endowed chair, consider the possibility of recruit-
ing an eminent scholar whose interests lie in
women’s issues and minority studies. This may, in
turn, attract other women and minorities to your
department.

If women, minorities, and individuals with disabili-
ties are underrepresented nationally in your disci-
pline, aggressively recruit graduate students from
these groups so that the pool of candidates will be
greater in the future. A department may wish to
lobby in appropriate professional organizations and
within confederations such as the Committee on
Institutional Cooperation (CIC) to develop a national
strategy to attract women, minorities, and students
with disabilities into the field.

Publish statements on the department’s commit-
ment to equity and diversity and discussions of
affirmative action issues in department newsletters
or brochures sent to constituent groups and alumni,
thereby informing them of the department’s support
of affirmative action goals and enlisting their
assistance.

Responding to the Applicants

A thank-you letter should be sent promptly to all
applicants upon receipt of their materials.
Accompanying the thank-you letter should be a posi-
tion description (if appropriate) and the following
materials from the Affirmative Action Office:

e the Applicant Self-Identification Form;
* Confidential Communication Form;

* Nondiscrimination Policy Statement;
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e letter from the Department of Environmental
Health and Public Safety; and

e a reply envelope addressed to the Affirmative
Action Office.

Search and Screen Committees may make copies of
the materials provided by the Affirmative Action
Office as needed. If a Search and Screen Committee
makes additional copies of the Applicant Self-
Identification Form, it is imperative that the correct
AAO posting number is listed on the top right corner
of the form. Additional reply envelopes may be
requested from the Affirmative Action Office.

The thank-you letter should include an assurance to
applicants that the activities of the search process
are confidential. Finalists, however, cannot be guar-
anteed confidentiality. In addition, Search and
Screen Committees must extend to applicants the
opportunity to designate their preferred method of
communication throughout the search process.
Search and Screen Committees may choose to use
the Confidential Communication Form or may
include language in the thank-you letter that encap-
sulates the information and options outlined in the
Confidential Communication Form.
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Evaluating the Candidates

Although evaluation procedures vary, the Search and
Screen Committee should develop an evaluation form
based on job-related criteria or keep the notes that
the Search and Screen Committee generates. An
evaluation form may consist of a series of job-related
questions or issues that the committee believes are
crucial to the position. Written comments reflecting
the judgment of each member of the committee
should be made for each candidate. This will allow
the Search and Screen Committee to determine
which candidates are to be interviewed and will also
save time if it becomes necessary to return to the
applicant pool later. Equally important, the evalua-
tion form and notes will serve as a permanent record
of the committee’s deliberations, should the selection
process be challenged.

The purpose of the initial screen is simply to deter-
mine if the applicant has the requirements listed in
the advertisement. It is not a relative review of the
candidate’s qualifications.

The Review Process

Most selection processes involve more than one
Search and Screen Committee meeting. Generally the
first Search and Screen Committee meeting deter-
mines if candidates meet the basic requirements for
the position. The second review, and any other subse-
quent Search and Screen Committee meetings,
becomes increasingly qualitative and more difficult.

It may not be difficult to get a committee to agree
who is the best candidate. However, deciding the cri-
teria for establishing who is “the best” is more diffi-
cult. The Search and Screen Committee may wish to
evaluate its selection criteria in terms of their valid-
ity as predictors of future success. To what degree
do publications in research journals, for example,
predict performance as a faculty member? Are there
other predictors of future performance for women
and minorities whose educational, social, and cul-
tural background are significantly different from that
of a white male?

The committee may wish to examine a candidate’s
entire career when applying its criteria. A female
who has earned her degree and entered the aca-
demic profession after taking time out to raise a
family will undoubtedly have fewer publications
than a male of the same age whose career has been
uninterrupted. If one evaluates her publication
record in terms of the time period over which it
was produced, however, she may be the stronger
candidate.

While publications may be a significant indicator of
future success, they are not the only indicators of the
value of a candidate to a department. A Search and
Screen Committee should carefully examine all of an
individual’s accomplishments, his or her potential for
growth, the diversity or perspective that he or she
will bring, and any unique contribution the candidate
would make to the unit. Nontraditional career pat-
terns should not exclude or inhibit otherwise quali-
fied candidates from being considered for
administrative or other appropriate positions.

Search and Screen Committees must always be on
guard against biases that may unconsciously intrude
into their evaluation of a candidate. Degrees from
women’s colleges or southern universities must not
be automatically seen as inadequate. Reference let-
ters from individuals not known to Search and
Screen Committee members should not be given less
credence and importance than letters coming from
professional peers with a long-standing relationship.
Scholarship on feminist or minority issues should be
evaluated on its academic merits, not devalued
because some may believe that it is not “in the main-
stream.”

Likewise, it is vital to eliminate from the evaluation
process any stereotypical ideas based on the candi-
date’s race, color, religion, national origin or ances-
try, age, marital status, parental status, sexual
orientation, disability, veteran status, or gender (the
notions, for instance, that women are more transient
than men; or that individuals with disabilities are not
interested in long-term careers). Applicants with dis-
abilities must be evaluated in terms of the actual job



requirements, with thought given to reasonable
accommodations that can be made to enable them to
fill the position.

Whatever criteria are used, it is important that they
be applied equally to all candidates. Based on their
evaluations, the committee recommends to the
department head or dean a list of candidates from
which the interviewee(s) will be drawn.

It should also be added that no nominee for a posi-
tion is a candidate until he or she has contacted the
Search and Screen Committee by letter, telephone, or
electronically, and submitted all of the required doc-
uments. Only bona-fide candidates, who have submit-
ted complete application materials, should be
evaluated by the Search and Screen Committee.

Finally, to achieve the departmental and institu-
tional goals of diversity and richness in our fac-
ulty, the Search and Screen Committee must be
committed to hiring both women and minorities,
not one or the other.

References

Some candidates will ask their references to submit
letters for them; some will simply list the names and
addresses of references willing to be contacted. It is
often advisable to state in the advertisement for the
position that letters of reference should be sent
directly to the chair of the Search and Screen
Committee.

The committee is not obligated to write to all the ref-
erences submitted by the candidate; it may choose to
contact only those whom it believes have the most
pertinent information. When writing to a reference, it
is advisable to send a copy of the position descrip-
tion and a copy of the Nondiscrimination Policy
Statement along with whatever questions concerning
the candidate’s experience, qualifications, and
accomplishments the Search and Screen Committee
wishes the individual to address. The reference

should be informed that the recommendation will
be treated confidentially only if confidentiality is
requested in the reference letter.

If the Search and Screen Committee wants additional
information, or if the timeline is brief, telephone rec-
ommendations may be obtained. This is a valuable
means of obtaining information about a candidate,
for members of the Search and Screen Committee
can cover issues and explore areas that are of inter-
est to them. Specific job-related questions should be
developed for the telephone interview. Occasionally,
references will prefer not to respond by telephone.

You may not ask questions of a reference that you
are not permitted to ask of the candidate at an inter-
view. Notes should be taken during the conversation
so that a written record of the conversation may be
placed in the candidate’s folder.

The Search and Screen Committee may request work
references. If there are select individuals whom the
committee would like to contact about the candi-
date’s qualifications, it may inform the candidate

of its wishes. All questions asked and issues raised
must be job-related and similar for all candidates. In
addition, this information cannot be “off the record.”
Occasionally, members of a Search and Screen
Committee will receive unsolicited calls about a can-
didate. When this happens, it is advisable to ask the
caller to restrict his or her remarks to job-related
issues. The names of individuals who have provided
information about a candidate to the Search and
Screen Committee must be retained.

It is important to read the letters carefully, as it
often happens that a reference will contain what ini-
tially appears to be a glowing recommendation. For
instance, the former or current duties of the candi-
date may be described, but no qualitative assess-
ments of how those duties were performed may be
provided.
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Checklist for Letters of Reference

YES NO

1. Does reference state relationship to the candidate?

Is specific knowledge of the candidate’s subject matter background mentioned?

Is the quality of research and publications mentioned?

- ®

Are applicant’s duties in current position noted?

Does reference state how well candidate performs his/her duties?

Are interpersonal relationship abilities noted?

Are administrative skills mentioned?

Is the applicant’s initiative mentioned?

Ll |||

Are specific instances of excellent performance documented?

10. Does any part of the letter raise additional questions about the candidate’s
skills, abilities, knowledge, or judgment?

11. Are there negative components that are echoed in other letters of reference?

12.Do there seem to be any hidden messages (covert warnings)?

13. Are any personality traits described?

14. Are student-professor or superior-subordinate relations mentioned?




The Interview

For candidates who are new to Purdue University
and to the department, the interview is one of the
most critical stages in the evaluation process. It is
generally the first opportunity for the candidate and
the Search and Screen Committee to interact. While
the interview allows the Search and Screen
Committee to evaluate the candidate, it also allows
the candidate to judge both the Search and Screen
Committee and the University.

Search and Screen Committee
Interview Sequence

Before the interview begins, it is advisable for all
members of the committee to review the candidate’s
dossier, the job description, and the evaluation form.

The members must know the candidate’s formal qual-

ifications and accomplishments, have letters of rec-
ommendation and reports of telephone conversations
with references, and must have reviewed the candi-
date’s transcripts. The committee members should
agree on areas to cover in the interview, and in some
cases, have assigned specific lines of inquiry to par-
ticular members. All committee members should be
fully aware of lines of inquiry that are inappropriate
(see page 25).

You may also wish to reflect on how to create an
atmosphere of openness in the interview. Both sides
need to know what expectations the committee has
of a candidate and the candidate has of the position.

The search chair and search committee members
should greet the candidate when he/she is brought
into the interview site. The candidate needs to be
given evidence that the committee is friendly and
welcoming.

The questions to be asked of a candidate are very
important. The Search and Screen Committee should
devise a group of core questions based on the job-
related criteria by which candidates are to be evalu-
ated. These questions should be asked of all
candidates to ensure that crucial job-related
information is obtained. Many Search and Screen
Committees have found that beginning with open-

ended questions relaxes the candidate and encour-
ages him/her to speak freely. The next section will
help you with developing strategies for questioning.

Developing questions ahead of time need not be
unduly restrictive. Follow-up questions based on the
responses to predetermined questions will most
likely vary with each candidate. One should also
examine the questions to make sure none will have
the effect of screening out or discouraging women,
minorities, veterans, and individuals with disabilities.
A patterned interview of this type has the beneficial
effect of reducing unconscious biases.
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When committee members have asked all the ques-
tions needed, the chair should provide the candidate
with time to ask questions. By now the candidate
should have developed a number of questions. To
some extent, the quality of the candidate’s questions
may indicate how serious a candidate is about the
position.

Since candidates are generally concerned about time
frames, they should be informed of the date by which
they will next hear from the committee regarding the
search process.

As part of the interview process, candidates often
meet with members of the department, the depart-
ment head, appropriate administrators, and deans.
To obtain the maximum benefit from these inter-
views, the committee should circulate to all individu-
als with whom the candidate will meet his or her
dossier, a copy of the job description, and a copy of
the interview schedule. The Search and Screen
Committee should also inform the search chair in
advance if it wishes to receive evaluations from these
other interviewers and to have them explore specific
areas. A dean, for instance, may be asked to assess a
candidate’s research record or to comment on the
scholarly potential of a candidate. Such suggestions
will give focus for interviews and also provide vital
information for the selection process.

If a faculty appointment is involved, the department
head should review with the candidate the criteria
and procedures for promotion, salary considerations,
medical and fringe benefits, and the policies regard-
ing tenure.
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When women, minorities, veterans, or individuals
with disabilities visit the campus for interviews, they
may find it reassuring to have a chance to visit pri-
vately with other women, minorities, veterans, and
individuals with disabilities at Purdue University so
they will not feel that they will be isolated if they
accept a position here. Time should be set aside for
that purpose. Of course, they will have a chance to
meet women, minorities, veterans, and individuals
with disabilities in the unit to which they are apply-
ing, but there is no need to limit them to individuals
in their field. The Affirmative Action Office can help
in arranging meetings with others on campus or in
the larger community.

Often, a Search and Screen Committee will wish to
set aside a block of time for the candidate to meet
informally with faculty, staff, and students. Such
occasions are intentionally unstructured so that they
may become better acquainted with the candidate. It
is in precisely these situations, however, where care
must be taken to avoid asking questions or making
comments — either directly or indirectly — that relate
to race, the derivation of one’s name, ethnic origin,
religion, marital status, parental status, disability,
sexual orientation, age, political affiliations, or other
personal matters. Such questions or remarks create a
negative impression of the Search and Screen
Committee, the department, and the University.

Search and Screen Committees often ask a faculty
candidate to teach a class or seminar or to make a
presentation to a group of faculty and/or students.
Such occasions provide students and faculty with the
opportunity to judge the ability of a candidate while
allowing individuals not on the Search and Screen
Committee to offer their evaluation.

Simple courtesy and the spirit of affirmative action
demands that all candidates be treated equally dur-
ing their interview and campus visit. When feasible,
similar events should be scheduled, interviews with
the same University personnel should be arranged,

and an equal amount of time should be allotted for
each candidate.

Interviewing Pitfalls

Common Interviewing Mistakes

e Failure to put applicant at ease.

e Signaling expected answers to questions or leading
the applicant to the preferred answer.

e Failure to listen actively.

e Committee members talking too much.

e Lack of follow-up on questions to clarify ideas.
e Failure to plan for the interview.

e Personal bias used during interview. Committee
does not keep an open mind about candidate.

 Asking yes/no questions versus open-ended
questions.

Personal Biases in Interviewing

* Making judgments too early in the process.

e The halo effect — the last candidate was so bad
that this candidate looks exceptionally good.

¢ The horn effect — opposite of the halo effect.

e Stereotyping.

e Personal similarity.

e Projection.

e Qversimplification.

* Verbal facility.

* False criteria.

* Forgetting.

* Trying to find an exact duplicate personality to

that of the incumbent in the new candidate.

It is important to remember that all interview
questions must be job-related.



Applicants with Disabilities

The Americans with Disabilities Act (ADA) requires
the University to provide reasonable accommodation
to qualified individuals with disabilities who are
employees or applicants for employment, except
when such accommodation would cause an undue
hardship.

The ADA also establishes rules about “disability-
related inquiries,” which consist of a question or
series of questions that is likely to solicit information
about a disability. The ADA limits an employer’s abil-
ity to make disability-related inquiries at three
stages. First, the ADA prohibits all disability-related
inquiries before an offer of employment, even if they
are related to the job. Next, after an applicant is
given a conditional job offer, but before he/she starts
work, an employer may make disability-related
inquiries and conduct medical examinations, regard-
less of whether they are related to the job, as long as
it does so for all entering employees in the same job
category. Finally, after employment begins, an
employer may make disability-related inquiries and
require medical examinations only if they are job-
related and consistent with business necessity.

For assistance in arranging a reasonable
accommodation for an applicant or employee,
Dplease contact either the assistant director for
compliance and disability services by calling
the Affirmative Action Office at 47253 or the
ADA/leaves/CDL program consultant at 40269.

Tips on Interviewing
Applicants with Disahilities

In light of the ADA, an individual may wonder what
questions may and may not be asked when interview-
ing an applicant with a disability. In addition, com-
mittees are often unsure of “disability etiquette”
when interacting with employees with disabilities.
These guidelines are provided to help committees in
the interviewing process and to enhance communica-
tion skills of committees when interacting with
prospective employees with disabilities.

...When Interviewing an Applicant
with Any Disability

Before an offer of employment is made, do not ask
an applicant questions regarding:

* the existence of a disability;

* the nature of a disability;

* the severity of a disability;

e the condition causing the disability;

* any prognosis or expectation regarding the condi-
tion or disability; or

e whether the individual will need treatment or
special leave because of the disability.

...When Interviewing an Applicant
Who Uses a Wheelchair

¢ Do not lean on the wheelchair.

* Do not be embarrassed to use such phrases as
“Let’s walk over to the auditorium.”

* Do not push the wheelchair unless asked to do so.

* Make sure you get on the same eye level with the
applicant if the conversation lasts more than a
couple of minutes.

* Keep accessibility in mind. (Is that chair in the
middle of your office a barrier to a wheelchair
user? If so, move it aside.)
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...When Interviewing an Applicant
Who Has a Visual Impairment

* Do not be embarrassed to use such phrases as
“Do you see what I mean?”
* Do not shout.

* Do not touch an applicant’s cane. Do not touch a
guide dog when it is in harness. In fact, resist the
temptation to pet a guide dog.

¢ Identify yourself and others present immediately;
cue a handshake verbally or physically.

» Use verbal cues; be descriptive in giving directions.

(“The table is about five steps to your left.”)

e Verbalize chair location or place the person’s hand
on the back of the chair, but do not place the per-
son in the chair.

 Keep doors either opened or closed; a half-opened
door is a serious hazard.

 Offer assistance in travel; let the applicant grasp
your left arm, usually just above the elbow.

Reminder ...

Even though an applicant discloses the need for an
accommodation, before an offer of employment, an
employer still may not inquire as to:

e the nature of a disability;
e the severity of a disability;
e the condition causing the disability;

e any prognosis or expectation regarding the condi-
tion or disability; or

e whether the individual will need treatment or
special leave because of the disability.

...When Interviewing an Applicant
Who Is Deaf or Hard of Hearing
* Do not shout.

» Use a physical signal to get the applicant’s
attention.

Enunciate clearly. If the applicant is lip reading,
keep your mouth clear of obstructions and place
yourself where there is ample lighting. Keep in
mind that an accomplished lip reader will be able
to clearly understand 30 to 35 percent of what you
are saying.

If you do not understand what the applicant is
telling you, do not pretend you did. Ask the candi-
date to repeat the sentence(s).

If requested, use a sign language interpreter. Keep
in mind that the interpreter’s job is to translate,
not to get involved in the interview in any other
way. Therefore, always speak directly to the
applicant.

Plan well in advance, beginning when the candi-
date’s campus visit is confirmed, for an interpreter
or real-time captioner.

For further assistance in the area of disabilities,
contact either the assistant director for compli-
ance and disability services by calling the
Affirmative Action Office at 47253 or the
ADA/leaves/CDL program consultant at 40269.



Appropriate and Inappropriate Questions
During Interactions with Candidates

SUBJECT APPROPRIATE INAPPROPRIATE
ADDRESS How long have you lived “in this area?” List of previous addresses, how long
have you lived at specific address?
AGE None. Questions about age, requests for
birth certificate. o
ARREST RECORD Indiana law permits questions on Questions about pending charges for L
pending charges if related to job, jobs other than those mentioned. -
i.e., security or sensitive jobs. &
FAMILY None. Number and ages of children, T
child bearing/rearing queries. )
CITIZENSHIP May ask questions about legal May not ask if person is a U.S. citizen.
authorization to work in the specific
position if all applicants are asked.
CONVICTIONS May ask if any record of criminal Questions about convictions unless
convictions and/or offenses exists, the information bears on job
if all applicants are asked. performance.
EDUCATION Inquiries about degree or Questions about education that are
equivalent experience. not related to job performance.
DISABILITY May ask about applicant’s ability Question (or series of questions) that
to do job-related functions. is likely to solicit information about
a disability.
MARITAL AND Whether applicant can meet work Any inquiry about marital status,
FAMILY STATUS schedule or job requirements. children, pregnancy, or child-care plans.
Should be asked of both sexes.
NATIONAL ORIGIN May ask all applicants if legally authorized =~ May not ask if person is a U.S. citizen.
to work in this specific position.
PERSONAL FINANCES None. Inquiries regarding credit record,
owning a home, or garnishment record.
POLITICAL AFFILIATION  None. Inquiries about membership with a
political party.
ORGANIZATIONS Inquiries about professional Inquiries about professional
organizations related to the position. organizations suggesting race, sex,
religion, national origin, disability,
or sexual orientation.
RACE, COLOR, None. Comments about complexion, color
SEXUAL ORIENTATION of skin, height, weight, or sexual
orientation.
RELIGION Describe the work schedule and ask Inquiries about religious preferences,
whether applicant can work that schedule. affiliation, or denominations.
Also, suggest that accommodations to
schedule are possible.
WORK EXPERIENCE Applicant’s previous employment Stereotypical inquiries regarding
experience. protected group members.
25
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Closing the Interview

Make sure that you have not overlooked any ques-
tions, and encourage the candidate to suggest any-
thing that might expand on or clarify his or her
training and experience.

You may inform the candidate of the schedule for
filling the position, how many candidates are being
interviewed, and how and when you will communi-
cate your employment decision.

If you have any questions about the interview

process, call the Affirmative Action Office at 47253.

Notification of
Unsuccessful Candidates

Each candidate, especially those interviewed, has
invested time and other resources into the search
process. It is important that the Search and Screen
Committee treat each of them with courtesy and
sensitivity.

Candidates who were not interviewed should be noti-
fied of their nonselection as soon as a firm decision
of their nonselection has been made, rather than
waiting until the entire search has been completed.

As soon as possible after an offer is accepted, inter-
viewees not chosen should be notified by letter or by
telephone if they are internal candidates. It is impor-
tant to notify unsuccessful candidates before public
announcements of appointments.

Sexual Harassment

Search and Screen Committee members should
understand what constitutes sexual harassment of
females and males and avoid any appearance of
harassment. Sexual harassment involves situations
where employment benefits depend upon a person’s
submission to unwanted sexual advances or where
sexual harassment creates a working environment
that is hostile and intimidating. Both males and
females are protected from sexual harassment.
Purdue University will investigate complaints and
deal effectively with harassment.



The Letter of Offer

The letter of offer is a binding commitment by the
University and must, therefore, be written carefully.
The following guidelines cover most of the situations;
if, however, there are unusual or special circum-
stances involved in your offer to a candidate, please
contact the appropriate administrator.

Before sending the letter of offer to a woman or
minority candidate whom a department wishes to
hire, the department chair or Search and Screen
Committee must make sure that the proposed pay
level and academic rank are no less than they
would be for a similarly qualified nonminority male
candidate.

Essential Components
for All Letters of Offer

While each department will want to construct its own
letters of offer, a checklist of points to be covered
follows:

For all appointments:

e Official position title and working title, if
appropriate.

 Percentage of time of appointment.
* Beginning and ending dates of the appointment.

* Brief expectation of duties and job description. For
faculty, this should indicate expectations as to dis-
covery, learning, engagement, etc.

e Full-time salary rate and pay basis.
e Reference to appointment policies and procedures.

* Reference to fringe benefits (attach the Faculty
and Staff Handbook).

e Include the following: “It is the policy of Purdue
University to provide reasonable accommodations
for employees and applicants with disabilities. If
you need accommodations, please contact us.”

* Reference to the need to present evidence of
employment eligibility pursuant to the Immigration
Reform and Control Act. Appropriate documenta-
tion establishing identity and work authorization
must be presented within three days of the first
day of employment or the first day on the payroll.
Employers must inspect and photocopy the docu-
mentation presented and sign an Immigration and
Naturalization Service form, INS Form I-9, attesting
that: the documents have been reviewed; they
appear to be genuine; and they authorize the indi-
vidual to work in the United States in the position
in question. The employee must also sign the I-9
Form under penalty of perjury. The I-9 Form and
the copies of the documentation presented must
be kept in the employee’s official personnel file.
The law requires that the I-9 Form be kept for
three years after the date of hire or one year after
termination, whichever is longer.

* Reference to the need for a Purdue identification
card to be obtained once employment has begun.

* Request for formal acceptance of the offer, either
by a return letter or by signing a copy of the offer
letter.

¢ A Human Resource Form 13 (Purdue University
Employee Information Form) should be sent after
the applicant has accepted the offer.

For faculty:

* For untenured faculty, include a packet or state-
ment of expectations regarding reappointment
and/or tenure. For example:

Beginning with the second year of a three-year ini-
tial probationary appointment, untenured faculty
members typically are reviewed annually by the
primary committee (the tenured faculty) of their
department for possible reappointment, promotion,
or nonrenewal. After the initial appointment, reap-
pointment at the untenured level is for one year at
a time with at least one year’s notice of a decision
not to reappoint. Reappointment or promotion to
tenure is based on performance in discovery, learn-
ing, engagement, and institutional need. A recom-
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mendation for promotion to tenure is possible any-
time, but a final decision concerning tenure must
be made before the end of the sixth probationary
year with the exception of the “stop-the-clock”
rule.

While current standards for awarding tenure are
high, Purdue University does not have tenure quo-
tas or a fixed number of tenured faculty positions.
Every assistant professor is eligible for promotion,
and each initial appointment is made with the
hope that the individual will warrant promotion to
tenure later.

If the prospective assistant professor has not yet
completed the PhD or other appropriate terminal
degree by the date of offer, it is permissible to
include a statement indicating that if all degree
work is not complete by the start of the appoint-
ment, an adjustment in either the title, salary, or
percentage of appointment will be necessary (i.e.,
first year at the rank of instructor at a salary $500
less than the rate to be offered as assistant profes-
sor or a reduction in the percent time). NOTE: It is
the responsibility of the department head to ascer-
tain the degree status of new faculty members and
to initiate the title/salary/percent change when
appropriate.

Benefits

It is important to inform the candidate of the
benefits available at Purdue University. Therefore,
contact Human Resource Services and obtain
information on benefits to send to faculty.



Documenting the Search

Committees, hiring authorities, and principal investi-
gators must document searches to ensure compliance
with Purdue University and the U.S. Department of
Labor records retention requirements. Information
documenting recruitment and selection procedures
should be retained for all searches. Departments
and schools must maintain records documenting
the following information for three years: informa-
tion on all individuals who were hired, all individuals
who were rejected, and reasons for selection or non-
selection. Among the records that must be retained
to do this are the following:

¢ The names of all members of the Search and
Screen Committee and who served as chair.

* A copy of the Position Announcement
Authorization Form and advertisements.

* Published advertisements and other publicity
materials.

e A list of colleagues and professional organizations
from which nominations were solicited.

¢ A list of all applicants and nominees. The
Affirmative Action Office requests that you keep
an ongoing spreadsheet of all applicants. This
information is to be provided to the Affirmative
Action Office at the end of the search.

cation, resumes/vitae, transcripts, letters of recom-
mendation, examples of letters sent to applicants
and nominees, and copies of correspondence with
individual applicants and nominees.

Sample letters sent to applicants, a list of
interviewees, and examples of questions posed
in the interview process.

* An Applicant Flow Log.

e All notes taken by any individual that participated
in the search process.

¢ All evaluation instruments used in the search
process.

Each candidate file should include a letter of appli-

* A signed copy of the Search and Screen Committee
Recommendation Form.

e All/any information regarding reasonable accom-
modation under the ADA with the exception of any
medical information which must be sent to the
Affirmative Action Office.

The Search and Screen Committees must retain min-
utes of their meetings, since these may prove valu-
able in reconstructing the search process in case a
problem arises. The minutes should include the dates
the committee met and dates when contacts were
made with applicants and nominees.

In addition, a check-off list is to be completed during
the search and screen process to ensure compliance
with Purdue University and U.S. Department of Labor
records retention requirements.

Documentation Forms

The following appendix contains examples of forms
used in documenting the search. They may be dupli-
cated as needed or obtained by visiting our Web
site at www.purdue.edu/humanrel/aao/. Reply
envelopes for Applicant Self-Identification Forms or
any form can be obtained by calling the Affirmative
Action Office at 47253.
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Attirmative Action Office Forms
for Faculty Searches

Attached you will find the following forms that you
will need to perform a faculty search. If at any time
you have questions regarding how to complete a form
or when to submit a particular form, please call the
Affirmative Action Office at 47253.

Purdue University’s
Nondiscrimination Policy Statement

This statement should accompany all materials
sent to each applicant. This form serves as a fact
sheet as well as a reaffirmation of Purdue’s com-
mitment to equal access and equal employment
opportunity.

Position Announcement
Authorization Form

This form must be completed and signed by the
search chair and the vice president, dean, depart-
ment head, or director and sent to the Affirmative
Action Office along with the search advertisement
and job description prior to commencement of the
search. Approval of the PAA takes approximately
48 hours.

Applicant Self-Identification Form

Blank forms will be sent to the search chair after
the PAA form has been approved. In addition, the
search chair will receive return envelopes to send
to the applicants along with the Applicant Self-
Identification Form.

Statistical Description of
Applicant Pool Form

This form will be sent to the Search and Screen
Committee chair or designated contact person for
AAO one week from the date listed in the PAA as
the date of initial application review, and may also
be requested at any time. This will help the Search
and Screen Committee review the progress of the
search.

¢ Search and Screen
Recommendation Form

The search and screen recommendation process
begins when the search chair or designated con-
tact person for AAO contacts the Affirmative
Action Office to request the Search and Screen
Recommendation Form, which includes the Final
Statistical Description of Application Pool. The
form must be signed by the search chair and the
vice president, dean, department head, or director

and sent to the Affirmative Action Office before an

offer is made.

* Request for Search Waiver Form

This form has to be requested by the unit head.
Permission to waive a search will be processed

first through the Affirmative Action Office and

then the Office of the Provost.

¢ Confidential Communication Form

This form assists the applicant in establishing a
method of communication with the department.

APPENDIX
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Nondiscrimination Policy Statement

Purdue University is committed to maintaining a
community which recognizes and values the inherent
worth and dignity of every person; fosters tolerance,
sengsitivity, understanding, and mutual respect among
its members; and encourages each individual to
strive to reach his or her own potential. In pursuit of
its goal of academic excellence, the University seeks
to develop and nurture diversity. The University
believes that diversity among its many members
strengthens the institution, stimulates creativity,
promotes the exchange of ideas, and enriches cam-
pus life.

Purdue University views, evaluates, and treats all
persons in any University related activity or circum-
stance in which they may be involved, solely as indi-
viduals on the basis of their own personal abilities,
qualifications, and other relevant characteristics.

uUNI1IVERSITY AFFIRMATIVE ACTION OFFICE
500 Third Street * West Lafayette, IN 47907-2003

Purdue University prohibits discrimination against
any member of the University community on the
basis of race, religion, color, sex, age, national origin
or ancestry, marital status, parental status, sexual
orientation, disability, or status as a disabled or
Vietnam-era veteran. The University will conduct its
programs, services, and activities consistent with
applicable federal, state and local laws, regulations
and orders, and in conformance with the procedures
and limitations as set forth in Executive
Memorandum No. D-1, which provides specific
contractual rights and remedies. Additionally, the
University promotes the full realization of equal
employment opportunity for women, minorities,
persons with disabilities and Vietnam-era veterans
through its affirmative action program.

(765) 494-7253 = (765) 496-1343 (TTY) * Fax (765) 496-1295
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