Procedures for Hiring Faculty

Pre-Interview

1. The Dean will supply the Vice President for Academic Affairs with a job description/announcement of the vacant position.

2. The Vice President for Academic Affairs will make the appropriate contacts to publicize the vacancy in appropriate national, regional, local, and professional publications.

3. The Department Chair will select members of a search committee and name a committee chair.

4. The search committee may wish to have a discussion about what qualities they are looking for in candidates.

5. All applications should be sent to the office of the appropriate Dean or Vice President for Academic Affairs.  The appropriate Dean or VPAA will send each applicant a letter of acknowledgement that materials have been received.

6. The selection committee chair or members of the selection committee should contact references listed for each candidate being considered for an interview.

7. The selection committee will review all applications and make recommendations for candidates to interview.  The chair of the committee will make a brief written justification for the recommendations.  Candidates with terminal degrees in the discipline should receive highest consideration.  Masters level (non-terminal) candidates should have exceptional expertise in the discipline in order to be considered.  Candidates with only a bachelor's degree should not be considered. 

8. Upon approval of the dean, the selection committee chair will contact each candidate to schedule interviews.

9. It would be helpful to have each candidate selected for an interview write a statement of his/her teaching philosophy and how it fits with Northwestern’s mission statement.

Interview

1. Separate interview sessions should be scheduled with the selection committee, the Dean, the Vice President for Academic Affairs, and the President.  The Dean, the Vice President for Academic Affairs, and the President should all be given copies of the candidate’s application materials prior to the interview.

2. It is highly recommended to have each candidate make a presentation or a lecture as a part of the interview process to demonstrate teaching ability.

3. It is a good idea to have each candidate meet privately with a group of students from the discipline, without any faculty or administrator present.

4. Candidates who are not familiar with the campus and community should be given tours.

5. During the interview, avoid questions about race, age, sexual orientation, medical conditions or disabilities, marriage status, family, or citizenship.  However, candidates may be asked if there is any part of the job that they would not be able to perform, and if they are eligible to work in this country.  Keep all questions job-related.

6. Fundamental questions asked of interviewees should be the same for all candidates for the same position.  Maintain consistency in the interview process.

Post-Interview

1. The selection committee will recommend to the Department Chair which candidate they prefer be hired, along with written justification.  The Department Chair will report the recommendation of the committee to the Dean.

2. The Dean may accept or reject the recommendation of the committee.

3. If needed, the Dean may ask the selection committee to re-evaluate their selection and submit another name.

4. Once the selection committee and the Dean have agreed on one candidate to recommend for hire, the Dean will submit the nomination to the Vice President for Academic Affairs who also has the authority to accept or reject the nomination.

5. Once the Dean and the Vice President for Academic Affairs have agreed on a successful candidate the VPAA will submit the name to the President.

6. The President also has the right to accept or reject any candidate.

7. Once the President has approved a successful candidate, the Vice President for Academic Affairs will contact the candidate with an official job offer.  No other person (with the possible exception of the President) has the authority to offer any faculty position.

8. The successful candidate will respond in writing to the Vice President for Academic Affairs his/her acceptance of the job offer.

9. Recommendation for employment will be sent to the Board of Regents for final approval.

10. In the event the search process does not produce an acceptable candidate or the candidate chosen declines the job offer the Dean will recommend to the VPAA whether to make an offer to the search committee's second choice, to reopen (and/or re-advertise) the position, or to discontinue the search.

11. The search committee will make every effort to support a culturally diverse faculty.

Post-Hire

1. Once a successful candidate has accepted a job offer in writing, the appropriate Dean or VPAA will notify all other candidates that the position has been filled.

2. The Dean will complete an Employee Transaction form for the new hire.

3. The new hire will need to complete appropriate paperwork in the Human Resources office, plus a personal data form in the President’s office.

4. The Department Chair will meet with the new hire as soon possible to begin orienting him/her to the new position.

5. The VPAA will hold all records pertaining to the hire for a period of five years.

