NAU FACULTY SEARCH CHECKLIST

Initial Search Paperwork

(Faculty Hiring Process, Section C.2 through C.4)
Form A – Personnel Requisition

 FORMCHECKBOX 
Job title is consistent with Vacancy Announcement

Notes/concerns: 
Form A-1 – Vacancy Announcement 

 FORMCHECKBOX 
Minimum qualifications are appropriate to job title per Faculty Handbook.

 FORMCHECKBOX 
Minimum qualifications are limited to those that are clearly essential to avoid eliminating otherwise potentially viable and even competitive candidates.

 FORMCHECKBOX 
Preferred qualifications are clearly derived from or can reasonably be inferred from the duties of the position as announced. 

 FORMCHECKBOX 
If proposed advertisement is different than Form A-1 Vacancy Announcement, ad is consistent with vacancy announcement.

 FORMCHECKBOX 
Vacancy announcement and job ad include language regarding commitment to diversity.

 FORMCHECKBOX 
Ad includes language indicating that NAU is an affirmative action/equal opportunity employer.  “NAU is an AA/EEO employer” will suffice.  Preferably, language also indicates women, minorities, individuals with disabilities and covered veterans are encouraged to apply.

 FORMCHECKBOX 
Applicant review date reads, “The search will remain open until position is filled or closed; however, the screening committee will begin reviewing applications on _________.”

_____Date indicated for review of applications is at least 30 days after position will be in print and available to the public.

Notes/concerns:
Form A-2 – Recruitment Plan for Appointed and Faculty Positions

 FORMCHECKBOX 
Screening committee chair and members are identified.

 FORMCHECKBOX 
Screening committee membership reflects ethnic and gender diversity.

 FORMCHECKBOX 
Form identifies outreach and recruitment likely to reach broad audience of potentially interested and qualified candidates, including women and people of color.

 FORMCHECKBOX 
Proposed outreach and recruitment plan identifies specific efforts designed to reach potential women and/or minority candidates where either group has been identified as underutilized.

Notes/concerns:

_____If all items listed above for Forms A, A-1 and A-2 are met, the Office of Affirmative Action will approve the initial search paperwork and forward it to the Office of the Provost.

Selection Matrix/Criteria Review Sheet  

(Faculty Hiring Process, Section C.5)
 FORMCHECKBOX 
Selection criteria are clearly derived from or can reasonably be inferred from information regarding the position as actually announced to the public (generally via job ad or a more detailed job announcement where an abbreviated ad has been used and reference is made to a more detailed job announcement).

 FORMCHECKBOX 
Selection matrix or criteria review sheet ensures review for both minimum and preferred qualifications.

 FORMCHECKBOX 
Selection criteria include in some fashion experience with and/or commitment to diversity.

 FORMCHECKBOX 
Where selection criteria are general and subject to multiple interpretations, submitted materials include evidence of dialogue by screening committee of the kinds of experience, training or other job-related attributes that are relevant to each of the general criteria.

Notes/concerns:

_____If the above items are all addressed, the Office of Affirmative Action will approve the selection matrix/criteria review sheet.

Form B – Notice of Applications Received  

(Faculty Hiring Process, Section C.6)
 FORMCHECKBOX 
Applicant Data Sheet and self-addressed, stamped envelope sent to each candidate who submitted an application, with letter asking for candidate’s cooperation in completing and returning the form.

 FORMCHECKBOX 
Form lists name and address of all candidates who applied for the position.

 FORMCHECKBOX 
Gender and ethnicity added by whoever is providing administrative support for the screening committee, where that information is known (usually via a returned Applicant Data Sheet).

 FORMCHECKBOX 
Applicant pool is as diverse as might reasonably be expected based on availability (statistics should have been provided to screening committee chair at outset of search).

 FORMCHECKBOX 
If applicant pool is not as diverse as might reasonably be expected, screening committee has provided documentation of specific efforts aimed at reaching as broad and diverse audience of potentially interested and qualified candidates as possible.

 FORMCHECKBOX 
If applicant pool is not as diverse as might reasonably be expected AND either women or minorities are underutilized in the job group (information should have been provided at outset of search), screening committee has provided documentation of specific efforts to reach potential women and minority candidates.

 FORMCHECKBOX 
WHERE APPLICABLE:  If applicant pool is not as diverse as might reasonably be expected based on availability but screening committee questions calculated availability, screening committee has provided documentation supporting different level of availability.

Notes/concerns:

_____If the above items are all addressed, the Office of Affirmative Action will approve Form B.

Completed Composite Selection Matrix/Criteria Review Sheet

(Faculty Hiring Process, Sections C.6 and C.7)

 FORMCHECKBOX 
Completed composite selection matrix/criteria review sheet is consistent with the                    approved selection matrix/criteria review process.

 FORMCHECKBOX 
Names listed on the completed selection matrix/criteria review sheet are also listed on Form B.

 FORMCHECKBOX 
Names of candidates selected for further consideration are self-explanatory and consistent with the completed composite selection matrix/criteria review sheet.

 FORMCHECKBOX 
If selection of candidates for on-going consideration is either not self-explanatory or not consistent with the completed composite selection matrix/criteria review sheet, separate documentation explaining job-related basis for candidate selection is included with selection matrix/criteria review sheet.

 FORMCHECKBOX 
All candidates proposed for on-going consideration meet minimum qualifications as indicated in selection matrix/criteria review sheet.

Note:  If list of candidates selected for on-going consideration does not reflect gender or ethnic diversity, the Office of Affirmative Action may ask the screening committee to consider including additional candidates in order of screening committee rankings in order to maintain diversity in the applicant pool and the possibility of hiring a candidate who will add to the diversity of our workforce.

Notes/concerns:

_____If the above items are all addressed, the Office of Affirmative Action will approve the completed composite selection matrix/criteria review sheet and the candidates proposed for on-going consideration in the selection process.

Telephone Interview Questions 

(Faculty Hiring Process, Section C.6 and C.7)

 FORMCHECKBOX 
Questions are appropriately grounded in job-related criteria based on position announcement.

 FORMCHECKBOX 
Proposed questions address experience with and commitment to diversity.

 FORMCHECKBOX 
Questions contain no language that reasonably may be interpreted as discriminatory.

 FORMCHECKBOX 
Questions include a reminder to ask the candidate for permission to contact personal references.

Notes/concerns:

_____If the above items are all addressed, the Office of Affirmative Action will approve the proposed telephone interview questions.

Form C (Appointed Staff and Faculty Hiring Information Form) and        Form D (Notice of Appointment)

(Faculty Hiring Process, Section C.10)

 FORMCHECKBOX 
Form C lists all candidates interviewed for the position, both by telephone and on campus.

 FORMCHECKBOX 
All candidates listed on Form C are also listed on Form B.

 FORMCHECKBOX 
Form C and/or separate documentation clearly articulate on the basis of job-related criteria the rationale for selection of candidates for telephone interviews.

 FORMCHECKBOX 
Form C and/or separate documentation clearly articulate on the basis of job-related criteria the rationale for selection of candidates of on-campus interviews.

 FORMCHECKBOX 
Form C and/or separate documentation clearly articulate on the basis of job-related criteria the rationale for selection of the final candidate proposed for appointment to the position.

Note:  “Best fit for position” is insufficient to support selection of candidates for on-going consideration or for appointment to a position.

Notes/concerns:

_____If the above items are all addressed, the Office of Affirmative Action will approve Form D and forwarded it to the Office of the Provost.
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