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This is a guide of best practices in faculty search and hiring and is intended to assist department chairs and search 
committee chairs and members engaged in hiring new faculty.  

 

TIMELINE OF A FACULTY SEARCH 

1 March CDI Faculty Request submitted by the Department Chair to the Provost. 
 
April   Provost presents the CDI faculty requests to Leadership with justified cases.  
 
May  Presented to the Board of Trustees  
 
End May  Provost informs department chairs of outcomes of their faculty requests (approved/not approved) 
 
Early June Department chairs submit to the Provost a finalized position description, and propose the search 

committee members and external academic advertising sources. This will all be approved by the 
Provost as well as the open and close date of each search. 

 
Early August  The Office of the Provost creates the position on Interfolio and sends the full position description to 

HR for advertising internally and on the AUP website. Upon this, the position will be advertised on 
external websites. 

 
October  End of October to be the closing date for positions 
 
November Review of applications begins and longlist candidates chosen – list to be sent to the Provost for 

approval. The office of the Provost will organize online interviews. 
 
Early  Longlist candidate interviews conclude and shortlist candidates chosen - list to be sent to the Provost 
December for approval. The Provost will have an initial conversation with the candidates regarding the AUP 

package and to ensure they are still interested in the position. The Office of the Provost will then 
contact the shortlist candidates to invite them for a 2-day campus visit. 

 
January  From week 2 of the semester campus visits should begin and can continue into early February.  (Bear 

in mind Spring break weeks as no campus visits then) 
 
February Once short list candidate campus visits conclude the search committee will 
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7. Use a preferential ranked-choice voting process to ensure that minority perspectives are adequately 
represented. 

 

A Note on Confidentiality  

The search committee should establish clear guidelines at the outset for keeping deliberations, personal or 
background information on a candidate, and a candidate’s name in the strictest confidence. Establishing such 
guidelines is an essential part of any search.  
 

DURING THE SEARCH 

The search officially begins once the position is approved by the Provost and is posted on the AUP website. 
Advertisements on specific education hiring websites will be approved by the Provost. 
 
Active recruiting
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different criteria that were agreed upon prior to expressing preferences for particular candidates.  
•  Create multiple ranking lists of candidates. Ranking candidates on each criterion and then choosing 
individuals who placed highly in all categories will allow for a fair construction of the candidate shortlist. 

 
Longlist Candidate Interviews 
After the evaluation of all applications a longlist of 8-12 candidates should be decided upon. Use a consensus or a 
ranked choice voting process to create your list. This list should be approved by the Provost before going forward. 
These candidates will be invited to a 20–30-minute online interview with the search committee which will be 
coordinated by the Office of the Provost in consultation with the chair of the search committee. 
The search committee should have specific questions to ask candidates which will then allow them to further 
evaluate their long list candidates and decide upon the 3 final shortlist candidates. Use a consensus or a ranked 
choice voting process to create your list. 
 
Reviewing Candidate Shortlist  
Prior to inviting individuals for an on-campus visit and interviews, the Provost will review the candidate shortlist to 
ascertain that all possible efforts were made to conduct a fair recruiting and evaluation process.  The candidate 
shortlist must be approved by the Provost and who will speak with each shortlist candidate about the AUP package 
and confirm their continued interest in the position upon which the candidate will be invited for a 2-day campus 
visit. 
 

THE CAMPUS VISIT 

On-Campus Visits and Interviews 

Once the candidate shortlist has been approved by the Provost, the Office of the Provost,  will invite candidates to 
AUP for an on-campus visit. These visits are opportunities for candidates and AUP faculty to learn about each other 
as potential colleagues. Candidates will ideally have positive experiences, be able to present themselves well, and 
gather all the information they need to determine whether the University would be a good fit for them.  
 
Interview Schedule  
The agenda for the candidate’s time at AUP should reflect department and university priorities in terms of research 
and teaching. 
Ensure that there are different ways in which candidates may interact with faculty and students.  
Consider providing interviewees with opportunities to reveal their strengths through less formal events, such as 
question and answer sessions, in addition to the traditional job presentation.  
Social gatherings with faculty will allow visitors to observe and learn about department culture.  
Candidates might also appreciate opportunities to interact with students with limited faculty involvement.  
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Research Presentation on their research/scholarship open to the whole AUP community 
Meet with all department faculty 
Meet with faculty from other departments 
Meet with the Provost 
Meet the members of Academic Affairs 
Meet with the Director of Human Resources  
Meet with the Department Chair 
Lunch with 2 members of the search committee 
Dinner with 2 members of the search committee  
Meet with students 
Campus tour  
Final interview with the search committee 

All campus visit schedules will be coordinated by the Office of the Provost in consultation with the chair of the 
search committee. The outline for the schedule must be approved by the Provost.  
 
Inform Candidates of the Agenda for the Visit  
Candidates should know the schedule for their on-campus visit and receive clear guidelines regarding any 
presentation or lecture that they are invited to give and all well in advance of their visit.  A detailed visit schedule 
should show the times, names of ‘activity’ (what it is and with whom) and locations. They should receive logistical 
details on hotels, refunds for expenses, AUP security card and link to campus map, on campus WiFi access, and 
request for dietary restrictions. 
 
Class lecture:  the chair of the search committee will confirm the course in which the candidate gives the class 
lecture and the topic for the lecture as well as any readings. These are then shared with the candidate in adequate 
time for preparation. The Office of the Provost will build the 2
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interviewing these candidates and asking them their reasons for refusal. 
10. Are there ways that the department can become more attractive to underrepresented minorities? 

 
Once the search committee has considered these questions and documented its analysis, its report can be shared 
with the department chair and the Provost.  


