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UPS 210.500

PROCEDURES FOR SEARCH
COMMITTEES

A. The work of a search committee is confidentid. It is Smilar in its functions to a personnd
committee.  No word of the committeg's proceedings shdl be rdeased by any individud
except through the report to the appointing officid.

B. Search committees shdl not be involved infilling "acting” positions.

C. Whenever a search committee is appointed by the Academic Senate under te provisons of
UPS 210.007, it shdl follow these procedures.

1. At the initid meeting, a chair and secretary shdl be dected. Minutes shal be kept of dl
meetings. When the committee stands dissolved, these minutes will be forwarded to the
adminigrative officer making the gppointment.  After the gppointment has been made,
the minutes shdl be hdd "confidentid” for one year in the Office of Faculty Affars and
Records, after which they shall be destroyed.

2. At the initid meeting, the committee, in consultation with the appropriate person who
will be supervisng the person sought, shal determine the conditions of the postion
(sday range, effective date of gppointment, functions, qudifications, chan of
command, etc.). The deadline for receipt of applications and for completion of the
search should be st a this time.  These deadlines should be commensurate with the
responghilities of the postion.

3. From a determination made in Item 2, the committee shal prepare a job qudification
description and an announcement of the job opening, and these shal be submitted for
aoprova to the person who will be supervisng the person to be appointed. These will
be widdy didributed within the campus community, The Cdifornia State Universty,
and to such other sources of applicants as shdl be deemed suitable for the pogtion.
Advertissments for the podtion may be placed in professond journds. Sufficient time
shdl be alowed for gpplicants to return materias.
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4. Applicants shdl be asked to submit:

a. A cove ldter of intent,

b. A resume,
Cc. Letters of recommendation, or referents who have been asked by the applicant to
furnish such letters,

Nominating letters may be recaived on behdf of a candidate, but an gpplication shal not
be deemed complete until the candidate has complied with a, b, and ¢ above.

5. The committee shal determineits criteriafor sdection. These may be broken down into:

a. mandatory criteria.
b. desrablecriteria

6. It shdl be the respongbility of the chair and the secretary to arrange interviews. They shdl
a0 inform candidates promptly when they are no longer being consdered, and shal keep
gpplicants who are under active consideration so informed.

7. As soon as possble after the deadline date for agpplications, the committee shal meet to
select those candidates who are to be interviewed. The committee is encouraged to seek the
assgtance of gppropriate personnd in conducting the interviews. It is recommended that a
short ligt of questions be prepared which, as a minimum, will be asked of each interviewee,

8. At the concluson of interviews the committee shal sdect candidates and forward its
recommendations to the agppropriate adminidrative officer of the universty. (Immediady
before forwarding its recommendations, the committee should contact those persons being
recommended to ascertain whether they are Hill interested in the postion) Where possble,
the committee should ligt in priority not less than three persons as its choices. Once the
committee has completed the action of this paragraph, it shal automaticaly stand dissolved
by the Academic Senate.
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