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[bookmark: _Toc234327856]Forming the search committee
After receiving Dean’s authorization to conduct a search, the first step is for the Departmental Executive Officer to form a search committee. This committee should consist of at least three faculty members, one of whom will be designated as search chair. While the committee is primarily composed of faculty members from the department, it may also include faculty from other departments and in rare instances, external experts in the field or faculty from other institutions. Based on the specific needs of the search committee, members will have access to all applicant materials through the Jobs@UIOWA website.
[bookmark: _Toc234327857]Roles and responsibilities within the search process
1. Search Committee Composition 
a. Committee members should have relevant knowledge about the responsibilities and requirements of the vacant position. 
b. Each search committee member should have adequate time to devote to the search committee duties and can be counted as service to the unit.
2. The charge of the Search Committee is to:
a. Develop the recruitment plan utilizing recruitment resources that attract a large and qualified applicant pool. 
b. Evaluate applicants based on the qualifications advertised in the position announcement.
c. Create a welcoming and respectful environment and establish a positive rapport with candidates during the interview process.
d. Make a recommendation for hire based on unit guidelines.
3. Responsibilities of the Search Committee Chair:
a. Ensure the search committee charge is understood and implemented.
b. Serve as a liaison between the committee and the Department Executive Officer (DEO).
c. Facilitate all committee meetings and administrative support.
d. Ensure that appropriate search records and meeting minutes are maintained.
e. Perform all the regular duties of a search committee member.
4. Responsibilities of the Search Committee Members
a. Assist in identifying and contacting potential applicants.
b. Attend all scheduled committee meetings.
c. Screen applicants and recommend candidates for interviews.
d. Participate in the interview process.
e. Check applicants’ references (if so assigned).
Everyone who is involved in the search process will maintain confidentiality regarding all candidates throughout and following the search and selection process.
Once the DEO has determined the search committee composition and designated a search chair, the department will work with their HR rep to schedule a search committee kickoff meeting. The purpose of the kickoff meeting is to establish roles and responsibilities and to review the best practices involved with conducting a successful faculty search in compliance with university policies and procedures and state and federal law.
[bookmark: _Toc234327858]Writing and posting the job advertisement
[bookmark: _Int_oKeS1Qkn]The job advertisement should begin by clearly identifying the position, including the relevant department, the specific area, field, or sub-discipline (if any), and the anticipated start date, which will always be the Wednesday before the start of classes in the faculty member’s first semester. The department may only hire at the rank and salary specified in the advertisement. Once the ad has been posted on Jobs@UIOWA, it will not be possible to consider candidates at ranks or salaries other than those listed.  As best practice, salary should be listed as “commensurate” for all regular faculty searches, and searches should be open-rank whenever possible. The job ad must outline both the required and desirable qualifications for the position. Special care should be taken in defining these as they will serve as criteria for determining which candidates are selected for interviews. 
[bookmark: _Toc234327859]Applicants will be ranked using the following codes:
1 – Met all required and desirable qualifications
2 – Met all required, and some desirable qualifications
3 – Met all required, but none of the desirable qualifications
4 – Did not meet required qualifications
5 – Required qualifications to be determined, departments may evaluate applicants’ qualifications either by conducting phone interviews or screening calls without seeking approval from the Office of Civil Rights Compliance
[bookmark: _Toc234327676][bookmark: _Toc234327860]Required qualifications
When determining what the required qualifications will be, consider whether you would hire someone missing a specific requirement (e.g., a PhD in X or a related field, independent teaching experience). Required qualifications should be fundamental, ensuring that all viable candidates meet them. They should also align with the criteria for the rank. 
[bookmark: _Toc234327677][bookmark: _Toc234327861]Desirable qualifications
These are additional qualifications that can give candidates an edge and increase their likelihood of being shortlisted (e.g., outstanding program of research/scholarship/creative work, funding from external agencies, particular sub-area of research). Desired qualifications help the search committee distinguish between excellent and good applicants.  Excellent candidates are those who meet both required and desirable qualifications. 
The job ad should list the date when the review of applicants will begin (this is like the deadline except that you can look at applicants that come in later), and instructions for applying. You may not submit a request for interviews prior to the advertised application review date. You may also provide information about the department and the University that might be helpful in attracting excellent applicants. The EEO tagline as well as prior misconduct disclosure language must be included in the job advertisement. 
Once the job ad is finalized, your HR rep will submit the requisition through workflow. As part of the submission, you must list all the venues (e.g., journals, websites, listservs) where you plan to advertise the position. Once the ad is approved, you may post the ad at the listed venues. Faculty can also distribute the job ad within their professional networks and listservs relevant to their academic discipline. 
[bookmark: _Toc234327862]Optional screening 
If you're only conducting preliminary screenings and not formal interviews, there's no need to seek permission at that stage. 
You can opt to do screening calls prior to submitting a pre-interview report (PIR) if the following are true: 
The candidates are rated 1, 2, or 3 (see below for additional details). Rating grid must be shared with the HR rep prior to conducting screenings;
There will be interviews after the screenings;
The candidate only meets with the search committee via phone or zoom; and 
The screening is under an hour. 
[bookmark: _Toc234327863]Pre-Interview Report (PIR) – Formal request to interview
Before proceeding with candidate interviews, the committee must first obtain approval to conduct them.  Ensure that any potential conflicts of interest are identified. Your HR rep will provide you with the “Pre-Interview Worksheet.” This can also be found in the Manage Applicants section in the Jobs@UIOWA requisition. Use the provided codes to rate applicants, and list their qualifications at the top of the worksheet 
[bookmark: _Int_6NB9InHS][bookmark: _Int_OFC76Mg9]Rate the candidates a “1” if they meet all qualifications and “2” if they meet all required and some desirable qualifications. If you plan to only interview a subset of those rated “1” or “2,” explain your selection rationale. Candidates rated “4” may not be interviewed. Include brief notes for each candidate.  The worksheet will request additional details like “Years of Related Experience,” which should be consistently counted across applicants. This is not needed for candidates rated “4”.  The “Type of Applicant” only applies if the candidate is a current UI employee. Mark candidates who will have completed their terminal degree before the appointment as “Yes.”
When the committee is ready to proceed to conduct regular interviews, submit a “Request to Interview” in workflow with the “Pre-Interview Worksheet” and a justification letter. 
The written justification is drafted by the search committee chair or DEO, followed by a review by HR for compliance. The justification should include the following information:
1. A brief description of the search committee and a high-level overview of the planned interview format. 
2. A paragraph describing each candidate selected for an interview. This should include basic bio information and a description of accomplishments (why this candidate is particularly compelling).
3. If there are any applicants with veteran status (denoted with an American flag icon on the application), their qualifications should be described in a separate paragraph regardless of whether they will be selected for an interview.
When the request has completed routing in workflow, candidates can be contacted to schedule interviews. A pre-interview report needs to be submitted for each round of interviews. 
[bookmark: _Toc234327864]Interview
Departments must develop their own processes for determining who the candidates will meet during the interview. The interview process should be as consistent as possible for each candidate. For example, if one candidate gives an open talk and meets with students, all candidates should give an open talk and meet with students. Questions can vary based on the candidate’s area of expertise but should be similar in format and aimed at determining the same type of information. The department will solicit feedback on the candidates in alignment with their departmental practices. 
You can also offer an optional HR meeting with the candidate to allow them to discuss topics such as the Iowa City community, family needs, unique interests, and any other questions they may have.
If a tenure-track faculty being interviewed will be eligible for a custom startup package, they should discuss their startup needs with the Administrator or DEO. 
[bookmark: _Toc234327865]Request to hire: Search and Selection Summary (SSS)
Search committees are advisory to the hiring authority. The committee recommends their top candidates for the position and based on their departmental guidelines the faculty make a recommendation for hiring to the DEO.  The DEO may contact the candidate of choice by phone to inform them that the department intends to make them a job offer, pending approval from the college, Office of the Provost, and any reference and background checks. To obtain this approval, a search and selection summary needs to be submitted, including a draft offer letter and three letters of reference. You can request these letters after the finalists have been selected.
The Search and Selection summary should have the following information: 
1. Rank the candidates that were interviewed. This is especially important in the instances where your first candidate declined the job offer and the department wishes to move to candidate #2. 
2. Briefly summarize each candidate’s qualifications and visits. Explain whether any candidates did not meet the required threshold based on the interview, indicating that they should not be considered for further consideration. 
When you receive final approval from the Provost’s Office and OCRC, you may send the formal offer letter to the candidate via email. 
In the case where your first candidate declines the offer and you decide to make an offer to the second ranked candidate, you will need to submit an updated Search and Selection Summary, draft offer letter, and three letters of reference in workflow. All other steps remain the same. 
[bookmark: _Toc234327866]Start-up packages
For candidates requiring a non-standard startup package, the DEO should inform the candidate that the first step in pursuing an offer is to submit a detailed startup request. These startup discussions should be initiated during the interview process. For candidates requiring a standard startup package, the DEO should inform the candidate that they will be working with the college to prepare the formal job offer. This helps clarify that the department is seeking university approval to extend an official offer, but that initial discussions with the finalist do not constitute an official offer. It is important to communicate this information verbally rather than in writing (e.g., email), being careful not to imply that an offer is forthcoming until college approval is obtained. DEOs will follow up with candidates via email regarding startup request details. 
For candidates requiring a standard startup package, the DEO should inform the candidate that they will be working with the college to put together the formal job offer. Doing so will make it clear to the finalist that the department is requesting university approval to make an official offer, but the initial conversations with the finalist do not constitute an official offer. It is important that this initial information is communicated verbally rather than in writing (e.g., email) and that you are careful NOT to suggest an offer is forthcoming until college approval is received. DEOs will communicate subsequently via email with candidates about startup request information.
[bookmark: _Toc234327867]Requesting a search waiver 
Occasionally, a department may wish to seek a search waiver (e.g., spousal hire). As an initial step, the department must obtain approval from the area associate dean. 
Once approval is granted by the area associate dean, the HR rep will submit a faculty search waiver to OCRC on behalf of the department. Materials required for the search waiver request:
· Justification for waiving an open, competitive search (see below)
· Draft offer letter
· Proposed appointee’s current CV
· Three letters of recommendation
In the justification, the DEO should briefly summarize the candidate’s qualifications and departmental visit. In addition, the DEO must address the following three points:
· The DEO should describe why the candidate is a good fit for the department, particularly in terms of the department’s strategic hiring plan. 
· The DEO should describe the level of departmental support for interviewing candidates. Candidates should only be put forward if there is strong support (unanimous or near unanimous) from the department.
· The DEO should describe the department’s assessment of whether the candidate would emerge as a finalist in a national search. Candidates should only be put forward if they are considered very strong in a national search.
If the candidate is being considered as a spousal hire, include the primary spouse’s name and department/college.
[bookmark: Ads]If OCRC approves the waiver, you may contact the candidate to let them know that the department intends to make them a job offer (following the steps outlined above in regular hires).
[bookmark: _Toc234327868]International degree verification process
Types of acceptable documentation to verify a degree awarded abroad:
· Document (confirmation of degree, official transcript, etc.) in English with an institutional seal
· Electronic diploma (eDiploma) file, typically a PDF
· Certification document from World Education Services (typically used for determining US equivalency for a degree awarded abroad)
· As a last resort, locate the dissertation in ProQuest Dissertations and Theses Global database through the University of Iowa Libraries.
· CLAS will consult with the Office of the Provost if we are unable to verify the degree using the methods above.
[bookmark: _Toc234327869]Policies for reference
The University has instituted a number of policies affecting the employment of faculty, staff, and students. The following policies and statements are listed in the university’s Operations Manual.
Nondiscrimination Statement
Employment Guidelines for Leadership Positions
Human Rights Policy
Disability Protection Policy
Accessibility Statement
Credential Check at Point of Hire
Criminal Background Check at Point of Hire
Conflict of Interest in Employment- Nepotism
Conflicts of Commitment and Interest
[bookmark: _Toc234327870]Faculty advertisement template
[Position Title]
College of [Insert College/Department Name]
The University of Iowa
Position Type: [Full-Time/Part-Time/Negotiable], [Tenure-Track/Clinical/Instructional/Other]
Salary: Commensurate with experience and qualifications
Location: Iowa City, Iowa
[bookmark: _Toc234327657][bookmark: _Toc234327687][bookmark: _Toc234327871]Position description
The [College/Department Name] at the University of Iowa invites applications for a [faculty type] position in [discipline/area of expertise]. We seek candidates who are committed to excellence in teaching, research, and service, and who will contribute to a welcoming and respectful academic community.
[bookmark: _Toc234327658][bookmark: _Toc234327688][bookmark: _Toc234327872]Why join us?
At the University of Iowa, you’ll thrive in a collaborative, welcoming, and intellectually rich environment. As a Big Ten, R1 institution, we offer the resources of a major university with the personal connections of a close-knit academic community. Our faculty are supported at every stage of their careers through mentorship, professional development, and leadership opportunities. Located in Iowa City, one of the most livable cities in America, you’ll enjoy a vibrant cultural scene, top-rated schools, and a welcoming community that values creativity, innovation, and work-life integration. Learn more about this community and resources at WorkLife at Iowa.
[bookmark: _Toc234327659][bookmark: _Toc234327689][bookmark: _Toc234327873]Education requirement:
A [PhD, terminal degree, or other specific degree] in [relevant field] is required by the time of appointment.
[bookmark: _Toc234327660][bookmark: _Toc234327690][bookmark: _Toc234327874]Required qualifications:
Demonstrated potential for excellence in teaching and/or research.
Evidence of scholarly productivity or potential.
[bookmark: _Toc234327661][bookmark: _Toc234327691][bookmark: _Toc234327875]Desired qualifications:
Experience in [specific teaching areas, research methods, or interdisciplinary work].
Record of external funding or potential to secure funding.
Demonstrated ability to work collaboratively across disciplines.
Experience contributing to a welcoming and respectful academic environment.
[bookmark: _Toc234327662][bookmark: _Toc234327692][bookmark: _Toc234327876]Application materials
To apply, please submit the following materials [edited to suite the position]:
Cover Letter
Curriculum Vitae
Teaching Statement
Research Statement
Contact information for three professional references
Please apply by [Insert Date] for full consideration. Applications will be accepted until the position is filled.
[bookmark: _Toc234327663][bookmark: _Toc234327693][bookmark: _Toc234327877]Additional information
Successful candidates will be required to self-disclose any misconduct history or pending research misconduct investigation, including but not limited to sexual misconduct in prior employment, and provide a related release. Final candidates will be subject to a criminal background and credential check.
Persons with disabilities who need assistance or accommodations with the application or interview process may contact University Human Resources/Faculty and Staff Disability Services at (319) 335-2660 or fsds@uiowa.edu.
The University of Iowa is an equal opportunity employer. All qualified applicants are encouraged to apply and will receive consideration for employment free from discrimination on the basis of race, creed, color, religion, national origin, age, sex, pregnancy (including childbirth and related conditions), disability, genetic information, status as a U.S. veteran, service in the U.S. military, sexual orientation, or associational preferences.
For questions about the position, please contact:
[Insert Contact Name, Title, and Email]
[bookmark: _Toc234327878]Search FAQs
Q: Can an Emeritus faculty serve on the search committee?
A: No. But they are welcome to participate in the interview during public forums. 
[bookmark: _Toc234327879]Resources and advertising
Q: Are there resources to share with faculty about the University of Iowa and the Iowa City Community? 
A: Yes, there is a website for the Employee Value Proposition (EVP) toolkit that provides information and resources.
–
Q: How long are we required to advertise the position? 
A: All job advertisements are required to be posted for a minimum of 7 calendar days.
[bookmark: _Toc234327880]Interview questions and confidentiality
Q: Should we share interview questions with candidates in advance? 
A: There are benefits to sharing the interview questions in advance depending on the desired outcome. Your HR rep can provide further guidance.
–
Q: Is the search process confidential? 
A: Yes, everything in the search deliberation process should remain confidential, even after the search is complete. Details of deliberation and ranking of individual candidates should not be shared outside of the process even after the search is completed. 
[bookmark: _Toc234327881]Letters of recommendation and references
Q: Are letters of recommendation required for the candidate of choice? 
A: Three recommendations are required.
–
Q: Can I contact others who are not listed as a reference? 
A: No, only the references provided should be contacted.
–
Q. Can a search committee member write a letter of recommendation for one of the candidates?
A. No, members of the search committee may not serve as written or verbal references for applicants.
–
Q. If a faculty member wrote a letter of recommendation, are they eligible to vote on the candidate?
A. No, that would be a conflict of interest. 
[bookmark: _Toc234327882]Conflict of interest
Q: What constitutes a conflict of interest? 
A: Examples include:
1. A member on the search committee was a thesis advisor for a candidate.
2. A member on the search committee is related to a candidate.
3. A member on the search committee is a close personal (not professional) friend of a candidate.
4. A faculty member in the department wrote a letter of recommendation for a candidate.
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