RECRUITMENT CHECKLIST

SEARCH COMMITTEE

· At least 3 members

· At least one member from outside the administrative unit (department or division)

· At least one woman

· At least one member who is a person of color (African American, Hispanic, Asian, American Indian).  This member can be nonvoting Volunteer Clinical Faculty from the community (contact Kassandra Perlongo, kassandra.perlongo@ucdmc.ucdavis.edu, for names)

· The woman and person of color can be one in the same

· One member identified to monitor affirmative action as described in the Affirmative Action Guidelines for Recruitment & Retention of Faculty located on the Academic Personnel website at http://www.ucdmc.ucdavis.edu/academicpersonnel/recruitment.html
· Search Committee receives email from Academic Personnel, copy to Associate Dean of Diversity, Jesse Joad (jesse.joad@ucdmc.ucdavis.edu, notifying them of their nomination and responsibilities

· No one should serve on a search committee who has a conflict of interest (is applying for the position, has a relative applying for the position, has a mentee applying for the position)

SEARCH PLAN 

· Complete Search Plan – template located on the Academic Personnel website at http://www.ucdmc.ucdavis.edu/academicpersonnel/recruitment.html
Position Description

· List specific qualifications related to the position that are assessable and quantifiable (qualified or not qualified) in the position description.

· Include the phrase “Ability to work cooperatively and collegially within a diverse environment.

Advertisement

· Include job description from Search Plan
· Include qualifications from Selection Criteria including the phrase “Ability to work cooperatively and collegially within a diverse environment”
· Advertisement should end with “The University of California, Davis, is an Affirmative Action/Equal Opportunity Employer”
· Advertisement should state the date that the search committee will begin reviewing candidates including the phrase “for full consideration, applications should be received by XX date”.  It should also state and end date or “open until filled”.  JAN, THIS WAS A BIG DEAL WHEN I WAS SETTING THIS UP.  IT ALLOWS US TO IGNORE ANY APPLICATION THAT COMES IN AFTER THE SEARCH COMMITTEE MEETING DATE.  
Where to Advertise

· Academic Personnel has running ads in the New England Journal of Medicine, JAMA, Physician Scientist, National Medical Association (African American organization), National Hispanic Medical Association, Association of American Indian Physicians, and the Asian American Physician Association.  These adds direct the reader to the Vice Provost’s website where your position description is listed..

· Additionally departments may advertise in specialty journals and other school of medicines and their appropriate departments.

· Departments may call or write colleagues and ask especially for names of qualified women and persons of color.

· Department may directly solicit specific persons and other minority organizations, not already included in Search Plan template.

· Search Committee Chair may meet with Associate Dean Joad to discuss other proactive strategies to widen the search.

RECEIPT OF APPLICATIONS

· All applications should be received by or forwarded to one designated person in the department who will immediately send via regular mail or email:
· A letter of acknowledgement of receipt of the application. (sample letters are on Academic Personnel website at http://www.ucdmc.ucdavis.edu/academicpersonnel/recruitment.html).
· A letter requesting the completion of the Confidential Applicant Survey (example on the Academic Personnel website at http://www.ucdmc.ucdavis.edu/academicpersonnel/recruitment.html).
· The confidential applicant survey http://www.ucdmc.ucdavis.edu/academicpersonnel/recruitment.html).
Applications will be forwarded to the Search Committee upon completion.  JAN, THIS SENTENCE IS FINE, BUT DOESN’T BELONG UNDER THE  “SEND VIA MAIL” HEADING..MAKE IT A SEPARATE BULLET.
INTERIM SELECTION PROCESS

· Committee determines how files will be reviewed and candidates are ranked.
· Committee determines how other faculty will have input into the interview list, i.e. general announcement with invitation to send feedback.
· Committee determines procedure to be used if applicant pool is not diverse (may contact Associate Dean Joad, jesse.joad@ucdmc.ucdavis.edu for assistance).
· Committee sends all applicants a letter regarding their status in the search after they have been ranked and selected or not selected for interview. (sample letters are on the Academic Personnel website at http://www.ucdmc.ucdavis.edu/academicpersonnel/recruitment.html.
INTERIM RECRUITMENT REPORT

· Complete interim recruitment report and receive approval from Academic Personnel BEFORE any interviews.  The returned Confidential Applicant Survey will assist in completing this form.
· Interim recruitment report #1 will only have box #1 and box #3 completed.
· Interim recruitment reports from #2 on will have all four boxes completed with a cumulative total of applicants as they are received.
· CV’s must be attached to the interim recruitment report for all candidates that are selected for interview.
· Using the selection criteria, state why each applicant who was not interviewed was not selected.
· Assure that the application pool reflects availability (if not, develop a strategy to widen the search and/or contact Associate Dean Joad)
· If applicant pool is not diverse, state efforts made to diversify the pool (eg. Names of persons called to inquire about women or persons of color appropriate for the position)
INTERVIEWS

State questions that will be asked of every interviewed candidate.  One question should be “Describe your experience in working in a diverse environment”. (sample questions are available from Academic Personnel  http://www.ucdmc.ucdavis.edu/academicpersonnel/recruitment.html).
Provide interviewers with list of questions that may not be asked. (see interview process on Academic Personnel website, )  http://www.ucdmc.ucdavis.edu/academicpersonnel/recruitment.html).
If the committee is unable to meet as a group, at least one committee member must ask the same questions of each applicant.

REFERENCES

· Initial references may be obtained by solicitation of letters or by telephone calls.  If telephone calls are used, list the questions that will be asked. (see sample questions on the Academic Personnel website)

FINAL SELECTION PROCESS

· Approved voting procedures will be followed for faculty input into final selection for academic senate positions. (Regular, In Residence, ClinX) before sending provisional offer letter

FINAL REPORT

· Complete Final Recruitment Report stating why each applicant that was interviewed was not selected based on search criteria.

· Final Recruitment Report must be approved by the Associate Dean of Academic Personnel.

· Department will be notified when Final Recruitment Report is approved and asked to submit Preliminary Offer Letter for approval.

PRELIMINARY OFFER LETTER

· Department sends draft Preliminary Offer Letter to Academic Personnel for approval.

· Academic Personnel sends draft letter to review group for approval within 48 hours.

· Academic Personnel contacts department if the review group needs further clarification or modifications need to be made.

· Department is notified, after the 48 hour deadline, that the letter has been approved and can be sent to the candidate.

· If candidate is from another UC institution, that institution must agree to allow their faculty member to apply for our position before the preliminary offer letter is sent

