








[bookmark: _GoBack]Search Procedures for Academic Administrative Positions 
 
I. 	Purpose
 
To articulate key procedures for filling vacancies in academic administrative positions at the UO.
 
II. [bookmark: _heading=h.eda6hvq1lxba]Introduction

Hiring of administrators holding academic appointments, and whose responsibilities are primarily academic in nature (outlined below), must comply with the following procedures, which are meant to ensure meaningful participation by faculty and other university members as appropriate to the position.  

III. [bookmark: _heading=h.dhoomh3jtqad]Academic Administrators

The academic administrative positions covered by these guidelines include the following (or the substantially similar position if a title changes): 

1. Administrators with university-wide academic responsibilities
a. Provost and Senior Vice President 
b. Executive Vice Provost for Academic Affairs
c. Vice President for Research and Innovation
d. Graduate School Dean

2. [bookmark: _heading=h.gjdgxs]Administrators with unit-specific academic responsibilities : 
a. Clark Honors College Dean
b. College of Arts and Sciences Dean
c. College of Design Dean
d. College of Education Dean 
e. [bookmark: _heading=h.30j0zll]Lundquist College of Business Dean
f. School of Journalism and Communication Dean
g. School of Law Dean
h. School of Music and Dance Dean
i. University Libraries Dean
j. Vice President and Executive Director of Knight Campus

IV. Responsibility for Appointing Search Committees

Responsibility for appointing search committees lies with the appropriate hiring official. Thus, a search committee for the position of provost and senior vice president would be appointed and convened by the President, and search committees for school/college deans would be appointed and convened by the Provost.   

V. Guidelines

The following general guidelines will apply to searches for the positions listed in section III:

1. Faculty members will comprise the majority of membership of these search committees. 
2. Before constituting a search committee, the hiring authority will consult with faculty from the unit—in a face-to-face meeting when practical—to solicit input on the position, search committee membership, type of search, and expected search timeline. 
3. In determining the type of search that will be conducted, the hiring authority will solicit faculty views on the merits of conducting (a) an open versus closed search structure and (b) an internal versus external search for the open position, and provide a written rationale for the type of search that will be conducted.
a. [bookmark: _heading=h.k8t14q49zn69]In an “open” search, finalist candidates’ identities are disclosed to the faculty and public, whereas in a “closed” search, finalist candidates’ identities will only be known to those running the search. 
b. [bookmark: _heading=h.ffgllcdnle1z]Another consideration is whether the search is open to “internal” candidates only, or to “external” candidates. In the case of internal searches, only candidates who are employed at the university may apply, whereas external searches may include candidates who are not employed by the university.
4. The hiring authority will solicit nominations for the committee from the Faculty Advisory Council, University Senate Leadership, the Academic Council and other relevant advisory bodies.
a. Search committee members will be clearly identified on a web page dedicated to the search.
5. The hiring authority will select search committee members and the chair(s) based on consideration of expertise, diligence, willingness to invest time in the search, disciplinary representation, and diversity.  
6. Other constituencies (e.g., officers of administration, classified staff, students, advisory board members) should be represented insofar as their participation is appropriate to the position being hired.
7. Membership on these search committees will include the following:

a. University-wide Administrator Searches
i. At least one faculty member shall be a sitting member of the university senate.
ii. Remaining faculty members will be selected in consultation with university faculty as noted in Sections V.2, V.4, and V.5 above.
iii. At least one Officer of Administration shall be selected in consultation with the OA Council.
iv. Appointment of staff and student members is encouraged.

b. Unit-specific Administrator Searches
i. The majority of faculty members on the committee will be members of the academic unit, and whenever possible, shall represent as diverse a cross-section of disciplines within the unit as practical.
ii. At least one faculty member shall be included who is selected from a list of at least three faculty members provided by University Senate Leadership prepared in consultation with senators from the unit.
iii. Remaining faculty members will be selected in consultation with faculty in the unit and as noted above in Sections V.2, V.4, and V.5.
iv. At least one Officer of Administration from the unit shall be selected in consultation with the OA Council.
v. Faculty members from other academic units will be included on the committee as appropriate.
vi. Appointment of staff and student members is encouraged.

8. [bookmark: _heading=h.1zb0dd3vsrlh]When a “closed” search process is used, at least two faculty members of the search committee will be elected by the University Senate in the case of university-wide positions, or by school or college faculty in case of unit-specific (i.e., Dean) positions (Summarize process here)
9. The general charge to search committees will be to identify qualified candidates. The hiring authority will meet with the committee to deliver the its specific charge and to provide information and guidance specific to the search 
10. The hiring authority will provide a position description to the search committee for review and feedback before the position is finalized and posted.  
11. Applicants to the position will be required to submit a current vita, references, and letter of application that articulates suitability for the position, summary of relevant accomplishments (including contributions to equity and inclusion), management style, vision for the unit, and ideas for accomplishing that vision. 
12. Application deadlines should generally be at least 30 days from the date the position is first publicized.
13. Searches will adhere to fair and equitable search practices (or similar language…HR consult) and consult GC office for allowable language to note a commitment to recruiting traditionally underrepresented candidates for these positions. Discuss with DEI and HR about how best to note that committee members will be briefed on these issues.
14. The search committee will solicit input broadly from the university community and from external constituencies as appropriate.  Such input may be collected by various means.  For example, surveys soliciting opinions regarding public presentations, group meetings, and one-on-one interviews with finalists.  
15. The search committee will provide the hiring authority with a written evaluation of each finalist, identifying strengths and weaknesses for each, and whether from their perspective, each finalist is highly acceptable, acceptable, or unacceptable for the position.
a. The search committee chair will share the written report summarizing the committee’s discussion on these points with the hiring authority. Oregon law governs the confidentiality of these reports. (GC input is needed here)
16. After the search committee has completed its review and prior to making a final selection, the hiring authority should meet with the search committee to discuss its recommendations and observations in person.
17. Although the hiring process will be as open as practicable, it is understood that applicant information will remain confidential. References will be contacted when permission is obtained from candidates. 
18. For open searches, when finalists are announced, candidates' letters of application and CVs will be made available on a public web page.  Where possible, candidates' public presentations will be video recorded and posted for viewing on the website. 
19.  Any deviation from practices delineated here must be accompanied by a written rationale from the hiring authority and shared publicly at the outset of the search.

	
VI. Guidelines for Hiring for Other Academic Administrators with University-Wide Responsibilities

At the discretion of the hiring authority, a search committee may or may not be convened for internal promotions to fill other academic administrator positions with university-wide responsibilities (e.g., Vice Provost for Academic Affairs). If a search committee is not  appointed to assist in selecting a candidate for the position, the hiring authority shall provide the following in writing: (determine to whom…)
a. rationale for not appointing a search committee
b. the position description
c. plan for faculty consultation that insures engagement of faculty from units most directly related to the position  
i. confirming that consultation will be conducted with the President’s Faculty Advisory Council, Senate Leadership, Academic Council and other relevant academic constituents 
ii. an assessment of the selected candidate’s strengths and weaknesses (Process for this, conducted by…, publically available via...).
d. vita of the selected candidate
e. names other candidates who were considered for the position (with their consent…)
f. rationale for selection of the proposed candidate, including a written summary of their strengths and weaknesses, prior to making the appointment.



Guidelines for Evaluating Implementation (New to draft…)

I. Purpose

In order to evaluate the performance of these Search Guidelines for Academic Administrative Positions, the University Senate will monitor implementation of the policy and gather feedback from university members for the next 2-3 years (AY2020-2023). 

1. A senate committee (new or existing) will be appointed to track implementation of the policy.  This may include representation from the Administration.  This committee will:
a. Receive notice from the hiring authority of plans to appoint a search committee
b. Send a copy of the policy (in checklist form) to the hiring authority (office) and chair(s) of search committees;
c. Track disputes related to the composition or operation of search committees;
d. Solicit and maintain reports from search committee chairs (see #2 below); 
e. Oversee the “feedback channel” for the campus (see #3 below);
f. Bring any pressing concerns to Senate leadership promptly; and
g. Report to Senate leadership on an annual basis (through the end-of-year Senate committee reporting process) that includes:
i. For each search conducted, an assessment of whether the procedures and membership criteria were followed or, if they were not, whether appropriate notice was provided pursuant to Section V.19. a  
ii. A copy of the search committee chair report, and
iii. Raw / summary feedback from the feedback channel that gets installed.

2. Search committee chairs will submit a report to #1 (senate committee) at the conclusion of each search, to include:
a. The Academic Administrator Position being filled, dates of the search, committee members involved (role, department), compliance with policy vis-à-vis the process of putting together the committee and conducting the search, and documentation of any deviations from policy 
b. Any issues/hiccups in the process, and suggestions for changes to the policy given the chair’s experience  
c. This report can be prepared in Qualtrics or some other online format
d. We can build this #2 section out together…the idea is to have the search committee chairs help evaluate whether the policy is being followed, is workable, needs more, etc. with an eye toward minimizing administrative burden

3. The senate committee will install a ‘feedback channel’ for the university, to serve as a mechanism for university members to comment on how they see these Academic Administrator Hiring Procedures playing out in practice.
a. The goal of is feedback channel is to get a sense of problems or concerns that the community has around the AAHP policy, or around searches happening under the policy.  
b. It will be run by the University Senate and open for 2-3 years. (Collaboration with administration is welcomed)
c. This feedback can be obtained via Qualtrics or some other online format
d. The Senate will use this feedback to evaluate the AAHP policy based on how well the procedures:
i. Reflect the values behind the policy, namely transparency, broad participation, informed decision-making, and professionalism,
ii. Meet the policy goals of improved academic administrator search protocols and search results, and 
iii. Have a neutral to positive impact on recruiting.
e. Assorted notes:
i. The feedback channel might receive these types of possible policy-related comments: 
1. policy not being followed, 
2. policy too hard to follow, 
3. policy having good/bad effects, 
4. policy having unintended effects, 
5. policy missing certain components.
ii. Sometimes feedback may not mention the policy but instead may refer to issues that cropped up during a specific search  
1. The senate committee responsible for the feedback channel will have to consider how these comments implicate the policy. 
 
4. At the end of each academic year (beginning AY2020-21), and prior to the start of the next one, the University Senate leadership and hiring official(s) will review the (senate committee’s) report on searches conducted for the positions listed in Section III during the recently completed academic year.  
a. Included in senate review committee’s report: 
i. search chair’s report, 
ii. results of input from feedback channels, 
iii. assessment of how policy is working
5. After three academic years (ending with AY2022-23), as assessment of the totality of the three years will be completed by the University Senate Leadership and the Provost/President to determine:
a. what it has learned in tracking and evaluating AAHP policy implementation, 
b. overall compliance and trends, and 
c. how it will use that learning to improve the AAHP and inform UO search policy and practices.
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