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PUOBSE

» Understand Penn State's commitment
and elbligations; te; aa/eeo

» Understand rele of search committees
I Mmeeting this commitment and
ehligation

s [DISCUSS consistent and eguitanie
practices to ensure a diverse pool of
applicants In every: search



Fegal ErameweRsans
PDEHNIGRS

n [itle VI of the Civil Rights, Act ofi 1964

= [[he Americans with Disabilities Act of;
1990 and! the Rehabilitation Act of 1973

m Executive Order 112465 of 1965



KEVACONCEPIS

x Equal Empleyment: Oppoertunity: The
legally’ protected nght off all' people te) e
evaltiated en anility and petentiall to
PErfieNn a Job

a Afhirmative Action: Goed falth effierts
10 eliminate: arrers In recruiting, hfnng,
promoting and retaining MIReHLES;,
Women, people withrdisanilities, and
Vietnam-era veterans



ROIES ane ResperRsikbilities

= The Affirmative Action Office
s Dean/Department IHead
s Search Committee Chalir

m Search Committee Members



The Affirmative
Action Office

Implements the University’s
legal duties as;an aa/eeo
employer

Establishes a framewerk
that prevides all' candidates
fialr and consistent
treatment threughoeut the
RIFNAG Precess

Offfers advice on best
practices for promoting
diversity In the search
Process

Dean/

PDEpPartMERIFEEE

Notifies the Affirmative
Action Office When a search
IS authorized

Appoints committees that
reflect the diversity: of the
department

Provides, the search charge

Emphasizes the value of
diversity.

Defines the extent ofi the
committee’s authority and
duties



Search
Committee
@ el

Ensures that all applicants
are considered fairly.
threughoeui the precess

Understands and
communicates departmental
afifirmative action’ goals

Establishes; consistent
protecols and procedures

Emphasizes the importance
off confidentiality

Search
Committee
VIEMPERS

Understand andrkeep:in minad
the department’s affirmative
AClLIon goals

|dentify: andl actively recruit
highly: gualified candidates
from| diverse populations

Make personal contacts; and
Eenceurage candidates; to apply.

Refer all externall inguiries to
the chair off the committee



The Search Process

Planning

Advertising

Recruiting

Receipt off Application Vaterals & Initial Sereening
Reviewing Diversity’ off “Short List™

Prepanngl for Campus VIsits

Interviewing Einalists

Considerations for Determining “Best Qualified

Recommending the Top Candidate



Plannineg anedrAcVertisiing

[DISCUSS! position’ i light eff future direction; ofi the
department

[Develep Consensus 0nl Screening chterias; Inciuding
intellectuall anal culttirali diversity

Use flexible terms like “should™ rather than “must”
Userrolling rather than fixedrdeadlines

Send cepy: of prepesed anneuncement and
recruitment strategy te: AAO prior to posting



RECllinG Agglressively

x NETWORKE Inteimally:and extermally

n Viake persenall contacts at prefessional
Conlerences

= Viaintainiongoing list of recipIeEnts of PoSt-
does, awards, fiellevwships

= SOliCit nomMINEES from: departments at
Institutions; that serve high' propoertions of
traditionally’ underrepresented grous
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REcelpiroirApplicaticRiViaterails

u Asia matter ofi professionalicourtesy and
sound legal practice; acknowledge: recelpi
el eachapplication

m Include: Search Number and link te
Electronic Affirmative Action Data card 1n
letters of acknowledgement

a Alsorinclude: relevant infermation
demonstrating department, college: and
UnRIversity: commitment to: diversity.
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IRitial SCreening

n EValuate diversity in poeel By consulting
“Applicant Pools* onfAAC heme page at:

plEies et iflgnaretileElgildn gsil et

s Reafiirm consensus; on; selection criteria

a Be sensitive te hiases in evaltiation: that can
Inadvertently sereen out othenvise competitive

candidates:

= non-traditionall career paths
s liesearch journal/graduate school elitism
= preaks In research record 12


http://www.affirmativeaction.psu.edu/

ReVIewing DIversity: ol Shel 15ISt

s [ department IS Underrepresented; fior minerties
and/er wemen, complete the Short List Approveal
EGIHI and return’ ter AAO! prier te Inviting candidates
fer Internviews

a Shoert List (withr alifirmative action data) will e
feturned e challr With| coples tordepartment lhiead
andidean

= When department Is;Underrepresented;, affinmative
action data may e used torbreak a tie; hetween:
candidates that are estensiply’ equally: well gualified
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Prepaliinglior Canipus: Visits

= \When amranging intenviews, explore: the candidate’s
possiblerneeadlfior reasenanle accommodatien for a

disability. Ask (only): “Willlyeu need any special
decommodations; fior your Interview?”

x WWhether or net the cancdidatée reguests an
Accommedation), ensure that Interviews,

presentations; 1odging and dining arfangements are
mohility’ aceessinle

= Maintain a physical environment that demonstrates
that Penn State values diversity: and IncIusiVENness
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lRteRvIewWiRe EIRalists

a Be careful net teask Inapproprate guestiens
regarding marital status, age, religien, race,
ethnicity, disability, erc.

s Be preparead to respond te Inguires regarding
delicate Issues. For example:

s Do not ask questions; regarding a disability, but e willing te
respond 16 accommodationi InguIres by Informing candidates; that
Penn State Is committed 1o compliance with the ADA

a Afiford underrepresenteadl candidates the oppertunity
10 meet privately with ethers whe can previde
relevant infermation and persenal expernence
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PEtermmining Best @ualified:

Eederal regulations,geveming equal eppertunity and affirmative
action stipulate that an empleyer should hire the “best gualifiedr
candidate

Legally, the “best gualified” candidate must:

a Veet minimum gualifications

= Fit the substantive parameters, of the position announcement,
Including rank; area of teaching and research concentration

Beyond minimum: requirements; “best gualified™ is an open
texturedl concept afferding prefiessienals significant latitude

Excellence in teaching), research andiservice are the University’s
top! prierities: “excellence” must be understood in the context of
an array of core values that define Penn State
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PDECUMERUNG e SEalcH

Keep a recerd ofi the varieus| iterations of the [pesitien
advertisement and the rationalervehina the final Version

Maintam files for alllindividuals Whoe imdicated an Interest
(even candidatesiwith incemplete files are legally,
considered “applicants?)

Doecument: the criteria used! te) screen applicants peyond
miRIMmum gualificatiens

Decument: any’ additienal crtera tused ter select the short
list andi the list of finalists
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PDECUMERUNG e SEalCH

Maintai the list 6fi core guestions utilized during the
IRLERIEW,

Provide asbriefi explanation for elimination of individual
candidates selected for the short list but not offered
INLERVIEWS

Offfierr SpecIfic reasons fel selection of the sucecessiiul
candidate and ethers Internviewed bui net selected

Maintain records fior at least three years
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The Administrative Process

Notify: the Affirmative Action Office’— Eorm A

AAO prevides availability estimates — Eomi B

Challif provides; reciuitment plan and proposed
advertisement — Eoia

RECEIPt Off application Matenails

Refier applicants’ te website to submit AA Data Care

Review: the compoesitien of the Shelt List

Y
Document the search — Eorm €
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https://webhosting.its.psu.edu/aao/

Penn State University
Affirmative Action Office

Tenure-Track Faculty Search Information Form A
Dean's Level

*To be completed by the Dean's office when initiating a search for tenure track positions and forwarded to the Affirmative Action Office, at
328 Boucke Building, University Park. or via email to searches@psu.edu.

COLLEGE Dean Date

Title of Position Location (if not University Park)

Department/Division Dept/Division Head/ DAA (E-mail)
Search Committee Chair (E-mail) New Search Re-opened Search

Dept. Contact (E-mail)

Title of Position Location (if not University Park)

Department/Division Dept/Division Head/ DAA (E-mail)
Search Commuttee Chair (E-mail) New Search Re-opened Search

Dept. Contact (E-mail)

Title of Position Location (if not University Park)

Department/Division Dept/Division Head/ DAA (E-mail)
Search Committee Chair (E-mail) New Search Re-opened Search

Dept. Contact (E-mail)




Search #
Penn State University
Affirmative Action Recruitment Report
Tenure-Track Faculty Search Information Form B
Department Level

Section I

The infornmation in Sectoen I iz provided by the Affimmatve Action Office for review by the deparmuent conducting 2 search. Sections II
and IT roust be completed by the depariment and returmed to the Affirmative Acten Office prior to posting the position annoumncemsnt.
Pleaze retam to the Affimmative Acton Office at 328 Boucke Building, University Park, or via email to searches@psn edn

Dept Division Head DAA (E-sual
Search Commitee Chair (i) dewsemcn  [Reopemiseman |

e
i

Totzl Tenured and Temare Track in Depr.

Compaosition of Search Committee, Totl

DreparmoentSearch Committes Chair: Please indicate the search and recraitment strategies to ensure & diverse and compettive poal.

Search/Recruitment Plan: (Please list specific publication/organizations of national distribution in which
announcement appears.}

Drare Feview of Applications ro Commence:

Section ITT

Pleaze prowide the proposed positon spnouncement a3 you intend it to sppesr in print. (Note: All ads must inclnde "Penn State is
committed to affirmative action, e 1 opportunity and the diversity of its worldforce.”)

Proposed Posting (Advertisement):

Date Femumed to AAQ
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Search No.

Penn State University
Affirmative Action Office

SHORT LIST APPROVAL FORM

College

Department
Title of Position

Search Conmuttee Chair Phone #

Please indicate the names of the individnals on the short hist and retum this form to the
Affirmative Action Office (searches@psu.edu or 328 Boucke Buildmg, University Park,
PA 16802) prior to procesding with interviews:




Penn State University
Affirmative Action Recruitment Report
Tenure-Track Faculty Search Information Form C
Department Level

nunitment to University values:
ng ephancing climare for i

Inznfficient adnumisranve sxperisnce
Diid not meet the programms: ds of the position
peronnd in required area
cations than candidate hired

4. Raview

Dieparmment Head

Prapared by
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After the Search: Retention Strategies

s Provide assistance: to secure a smooth
transition i the new: position

x Campus Teur

x Community: Reseurces

s Promote collegiality by developing
activities which facilitate interaction

a Between| greup collaberation/networking

x “Within™ greup: collaboration/netwerking
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After the Search: Retention Strategies

x Planfier change In the department’s
culture anadl practices:

s Recognize: different styles ofi werking and
Interacting

a Address coellegial 1ssues when: they: arise:

. Clear strategies/guidelines for dealing with: confiict

s Address the “coler” or “gender” blind netien
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After the Search: Retention Strategies

s Recognize ISSUes| that are unRigue ter minenity.
faculty: memioers:

x Representing the “greup
= “Shelving” themselves

s Balancing internal/externalcommunity SEnVice

. GUarding against excessive community, Senvice

26



Vienterng: ATKey: Stratea)y.

n A Reciprecal Precess: Impacts Recruitment
and Retention

s Reduces the iselation and  alienatien of
PelIng “the first” or “ene: of a few: Within a
department

m Sends a strong message: of departmental
commitment ter promoeting diversity and
Inclusion
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Effective Vienterng

Mutual Respect & Tirust
Commitment ter everallf goals
Willingness te) learn alnout selfrand others:

m Strengths

x Challenges

Willingness tershare pewer and privilege
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Effectve Vienterng

x [DE net assume that menterng IS mere
PERETIcIallWNEN MERLOK anal Protege are: of
e same genader, lrace/ethnicity,
discipling; or share similar professional
Interests:

s Acknowledge the differences/similarities
s Become: comiortable asking guUestions

a Create safe spaces for learming ter eccur
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A ERal\Were

e process off recruiting andf retaining
a diverse: fiaculty: population: requires
that We: e open terand prepared for
the challenges that come wWith
acecomplishing: eulr goais.
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