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IV. Faculty Status and Faculty Evaluation 

	PROCEDURES FOR APPOINTMENT OF NEW FACULTY MEMBERS 
	IV-1.1


When the President approves a search for a faculty position of more than a year’s duration (due to a vacancy, the addition of a new position, or an appointment expected to last for more than one year), the Department, representatives from the faculty, the Division Head for the Department, and the Dean of Academic Affairs collaborate to conduct a search.  

The Department Chair and the Division Head convene a meeting of the Department to (1) discuss the position and determine the requirements of the position for the Department and the College, (2) propose language for an ad and locations where it will be posted, (3) plan any other strategies for attracting qualified applicants, (4) suggest non-departmental members for the Search Committee, (5) if they so choose, nominate two students who are majors in the department to be members of the Search Committee, (6) discuss any role for continuing part-time faculty members in the Department in the search process, and (7) discuss who will serve as Chair of the Search Committee.

The Division Head appoints the Chair of the Search Committee and approves the core content for the ad, including position description, required and preferred qualifications, and deadline for applications.  The Executive Secretary to the Dean, in consultation with the Chair of the Search Committee, edits the ad as necessary (due to space or cost limits, for example) and posts it.

Based on the position description determined by the Department and Division Head, the Dean appoints a Search Committee of at least five faculty members.  The Search Committee includes all continuing faculty within the Department and all faculty holding tenure within the Department (hereinafter referred to as departmental members) and at least two other faculty members.  The Dean appoints the non-departmental members after receiving recommendations from the Department, the Steering Committee and the Division Head.  Non-departmental members are chosen based on their capacity to (1) bring special expertise appropriate to the search, (2) augment the diversity of the Search Committee socially and academically, (3) represent the faculty as a whole (since the new faculty member will be serving the entire faculty and not just his or her own department), and (4) support the new faculty member's transition into the Hanover community by providing contact with faculty outside the department.  

The Division Head and Chair of the Search Committee convene a meeting of the entire Committee to:

 (1) discuss appropriate search procedures, including the following College policies:

“Hanover College does not discriminate on the basis of race, creed, color, sex, age, national and ethnic origin, sexual orientation, or on the basis of physical handicaps.”  Hanover College 2004-05 Catalog.  No member of a search committee can ask questions pertaining to any of these areas.  However, a candidate’s questions about such matters (such as how the College regards and supports students and faculty of a particular religious group) can be answered.

Equal opportunity laws also require hiring decisions to be based on an objective review of candidates’ qualifications.  All candidates should be reviewed on the same set of criteria.  A comparable format for interviews should be used for all candidates.

“In personnel procedures, [faculty] should apply the principles of confidentiality.”  Faculty Manual II-20.1, Statement of Professional Ethics.  Candidates’ files are confidential and should be discussed only with persons actively in the search and in settings where confidentiality can be assured.  Deliberations of the search committee are confidential.

“Above all, Hanover stresses the importance of superior teaching.  To the College, scholarly activity and full participation in the life of this community derive their primary importance from the various ways in which they further the institution’s teaching mission.  Scholarship derives additional importance from the ways in which it contributes to advances in a discipline.  Individuals may emphasize different forms of community service and different sorts of scholarly pursuits, but all three criteria remain important for all faculty.”  Faculty Manual, IV-7.1, General Criteria for Evaluation, approved by the faculty April 1996.  Unless stated otherwise (as for a sabbatical replacement position, for example), these criteria must be considered in each search.  In addition, the specific requirements listed in the advertisements for the position must be used to evaluate candidates.
(2) determine the process and method for reviewing applications,
(3) determine the expectations for the interview, including the role of students, and  
(4) if they so choose, determine the role of any non-continuing departmental members and outside consultants in the search.  As a general principle, non-departmental members should be full participants in the search process.  A Search Committee may choose to have departmental members conduct the preliminary screening of applications, but non-departmental members should be actively involved in reviewing the files of all candidates determined to be viable candidates, the  group of applicants from whom interviewees will be selected and forwarded to the Division Head.  Non-departmental members should have access to any and all search files, if they so choose.  
The Search Committee reviews the applications according to its predetermined process.  The Chair of the Search Committee convenes a meeting of the Committee and the Division Head to discuss the candidates and develop a short list of candidates whom it recommends be interviewed.  The Division Head is not a voting member of the Search Committee, but attends in order to better understand the context of the Committee’s evaluation and judgment, to ask questions, and to provide input that may assist the committee.    

With the Division Head’s approval, the Department contacts candidates and invites them for campus interviews.  Normally, a Search Committee chooses three candidates to interview.  (When a Search Committee sends members to a professional conference to prescreen applicants and the College funds some or all of that travel, the Committee normally chooses two candidates to interview on campus.)  The Faculty Secretary who maintains the search files will make travel arrangements and schedule the interview times if the Search Committee wishes.

Interviews include meetings with the President (when feasible), the Dean, Division Head, members of the Search Committee, and students.   Candidates are required to give a brief presentation--e.g., a lecture or demonstration-- to an audience of faculty members and students so that their teaching skills may be assessed.  The Chair of the Search Committee develops a method to collect feedback from students about their candidates.  

After the interviews, the Search Committee convenes to discuss the interviews.  The Division Head is invited to attend this meeting to better understand the context of the committee’s evaluation and judgment, to ask questions, and to provide input that may assist the committee.  Once the Committee has reached its decision, the Chair of the Search Committee conveys the recommendation to the Division Head.  

The Division Head makes a recommendation to the Dean.   With the approval of the President, the Dean contacts the candidate and offers a contract.  Should differences in judgment occur (between President, Dean, Division Head, and/or Search Committee), the individuals involved will meet to discuss their reasons and determine how to proceed.  

When a candidate accepts, a written contract stating the nature of the position (temporary, continuing, tenure-track, etc.) is sent by mail.  When the signed contract is received, the Dean’s Office notifies the other candidates who were interviewed on campus that the position has been filled.  The Faculty Secretary who maintains the search files notifies all the other applicants.  
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INTERDEPARTMENTAL MEMORANDUM
TO:
 
Larry Thornton

FROM:

Lynda Vogler

DATE:

January 22, 2013

SUBJECT:
Guidelines for Campus Interviews of Faculty Candidates

 Following are a few guidelines that should be followed when inviting candidates to campus for interviews.


1.  
Candidates must be approved by the Division Coordinator before being invited for campus  interviews.


2.
Every effort should be made to invite candidates to campus far enough in advance to take advantage of lower airfares.


3.
When selecting interview dates, please remember to check with me to be sure the Dean will be on campus.  If the President will be on campus and available, please also schedule a brief interview with her. 


4.
Please include a thirty minute interview with Human Resources to discuss insurance and other benefits.


5.
Except under very unusual circumstances, a two day visit (one night only) should be sufficient for the interview.   A visit longer than two days must be approved in advance by the Dean’s office.


6.
The schedule should include an appointment with a member of the professional library staff.   


7.
Students must also be included at some point in the interview process.  Insofar as possible the same students should be involved in each interview so that a valid comparison can be made.  The committee should devise some formal method by which to collect student evaluations of the candidates.  The search committee has the option of selecting students to participate as full voting members of the committee.


8.
Lunches and dinners on campus should be limited to no more than four or five persons including the candidate.  Sometimes it may be preferable for one or two members of the department to take the candidate to dinner off campus.  Exceptions to these limits must be approved by the Dean’s Office.   



Reimbursement requests for meals off-campus must include an itemized receipt, not just 



a credit card receipt for the total amount.  This is now required by the IRS.  Please note 


and comply.


Thanks for your help in keeping our interview costs as low as possible.  If you have any questions, please feel free to call me. 

 HANOVER COLLEGE

INTERDEPARTMENTAL CORRESPONDENCE

TO:

Faculty

FROM:
Rob Graham

DATE:

January 27, 2006

RE:

Search Guidelines

Effective searches are important to the wellbeing of departments and the College.  Chairs of search committees are normally from the departments, while the role of the Division Heads is to oversee the searches.  The Division Heads will bring recommendations for ads to the dean and consult regarding the appointment of outside members (in addition to the comments and recommendations of the Faculty Steering Committee).  They will sit in on discussions of the search committees, bring the recommendations of the committees to the dean, and assist in making offers.

Following is a summary of policies and guidelines in the Faculty Manual that search committee members must follow.

Equal Opportunity

“Hanover College does not discriminate on the basis of race, creed, color, sex, age, national and ethnic origin, sexual orientation, or on the basis of physical handicaps. . .”  Hanover College 2004-05 Catalog.

No member of a search committee can ask questions pertaining to any of these areas.  However, a candidate’s questions about such matters may be answered.

Equal opportunity laws also require hiring decisions to be based on an objective review of candidates’ qualifications.  All candidates should be reviewed on the same set of criteria.  A comparable format for interviews should be used for all candidates.

Hiring Criteria

“Above all, Hanover stresses the importance of superior teaching.  To the College, scholarly activity and full participation in the life of this community derive their primary importance from the various ways in which they further the institution’s teaching mission.  Scholarship derives additional importance from the ways in which it contributes to advances in a discipline.  Individuals may emphasize different forms of community service and different sorts of scholarly pursuits, but all three criteria remain important for all faculty.”  Faculty Manual, IV-7.1, General Criteria for Evaluation, approved by the faculty April 1996.

Unless stated otherwise (as for a sabbatical replacement position, for example), these criteria must be considered in each search.  In addition, the specific requirements listed in the advertisements for the position must be used to evaluate candidates.

The Role of Non-Department Members

“As a general principle, non-department members should be considered as full participants in the work of the search committee. . .[and] should have equal voice in formulating the final recommendation. . .”  Faculty Manual IV-1.1, Procedures for Appointment of New Faculty Members, adopted by vote of the faculty March 1995.

Role of Other Faculty or Students

“Non-continuing members of the department, students with majors in the department, outside consultants may be involved in the search process in consultative roles.  Once appointed, a faculty search committee shall have the option of selecting students to participate as full voting members of the committee.”   Faculty Manual IV-1.1, Procedures for Appointment of New Faculty Members, adopted by vote of the faculty March 1995; amended April 1997.

Confidentiality of Search Proceedings

“In personnel procedures, [faculty] should apply the principles of confidentiality. . .”  Faculty Manual II-20.1, Statement of Professional Ethics.

Candidates’ files are confidential and should be discussed only with persons actively in the search and in settings where confidentiality can be assured.  Deliberations of the search committee are confidential.

