California Health Sciences University
CHSU FACULTY RECRUITMENT POLICY
I.

APPLICABILITY OF RECRUITMENT POLICY

All full-time faculty and Department Chair or immediate supervisor positions at CHSU, including
all Colleges, are covered by the following recruitment policy except in the following situations:
A. Emergency situations as determined by the Dean of the applicable College, in consultation
with the Office of Human Resources and the Provost and in compliance with University
policy for emergency hires; or
B. When other exceptional circumstances, as determined by the Dean of the applicable
College in consultation with the Office of Human Resources and the Provost, where time,
cost or other administrative consideration justifies shortening the period of time in which
to complete the search; or
C. When the Dean appoints a Department Chair from within existing faculty; or
D. Hiring of part-time or adjunct faculty appointments.
II.

RECRUITMENT RESPONSIBILITY FOR FULL-TIME FACULTY
DEPARTMENT CHAIR OR IMMEDIATE SUPERVISOR POSITIONS

AND

The recruitment of full-time faculty is the responsibility of the Dean of each component College,
in consultation with the applicable Department Chair or immediate supervisor. Prior to any search
the Dean and Department Chair or immediate supervisor will meet to identify the hiring need and
to discuss the recruitment plan. Thereafter, the search committee will meet to discuss the plan for
actively recruiting qualified job applicants. The committee shall be responsible for preparing
advertisements for the position based on the position job description and template to be approved
by the Department Chair or immediate supervisor, and routing them to the Office of Human
Resources for posting at appropriate outlets. Prior to use, any and all such advertising materials
must be pre-approved by the Office of Human Resources.
Depending on the position to be filled and specialty, if applicable, the most appropriate venue for
advertising shall be identified by the search committee. It is the committee's responsibility, in
collaboration with the Office of Human Resources, to ensure that access to information about the
vacancy is widely disseminated. The committee shall solicit applications so that all qualified
personnel are informed of the opening in accordance with the equal opportunity policies of the
University.
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III.

APPOINTING THE SEARCH COMMITTEE

The Dean, in consultation with the appropriate Department Chair or immediate supervisor, shall
appoint the search committee, and shall also appointment a Search Committee Chair to oversee
this recruitment process. The search committee is advisory to the Dean. The search committee
must include: (a) a representative from the Office of Human Resources; (b) the Department Chair
or immediate supervisor for the department the faculty recruitment is for; (c) and at least two other
faculty members who have earned a rank equal to or higher than the position being interviewed
for. The search committee should include individuals with different perspectives and expertise
and with a demonstrated commitment to diversity. In addition, a reputable community member
(e.g., preceptor, scientist) may also serve on the committee, if deemed necessary by the Dean. The
search committee's role is to search for qualified candidates and to evaluate such candidates. The
Department Chair or immediate supervisor will meet with the committee at the beginning of each
recruitment cycle to review:
A. The importance of diversity and inclusion in hiring decisions;
B. The advisory role of the committee;
C. The need for the committee to maintain strict confidentiality;
D. The need to refer inquiries and requests from the applicants to the committee Chairperson;
E. Communication methods and preferences within the search committee, the campus
community, candidates, and the practice sites if applicable;
F. Support staff available to assist the search committee;
G. A timeline for the selection process;
H. The need for prompt and cordial acknowledgement of all applications and nominations;
I. Selection criteria: e.g., position requirements and qualifications, teaching and research
ability, references, presentation skills, ability to interact with colleagues;
J. Compliance with state and federal law, and the University’s policies and procedures related
to non-discrimination and equal employment opportunity.
IV.

INITIAL SCREENING OF APPLICANTS

The search committee shall have the primary responsibility for the initial screening of all
applications and compiling the appropriate materials describing the applicant's educational and
professional background, credentials, three (3) letters of recommendation, and other applicable
materials. The committee will conduct initial teleconference/remote interviews (i.e., telephone
internet/video conference) with top applicants as part of the selection process. In order to maintain
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a fair applicant selection process, no candidate will be permitted to have an in person meeting in
lieu of the telephone or remote screening.
V.

REVIEWING APPLICATIONS

The search committee is responsible for reviewing applications from applicants under the
direction of the Office of the Human Resources. Following the application review and the
telephone/remote screenings, the search committee shall make a written recommendation to the
Dean and Department Chair or immediate supervisor regarding which candidates possess the
credentials and background to qualify them to be brought to campus for formal interviews. Final
approval for applicant campus interviews is granted by the Dean.
VI.

INTERVIEWS

During the on-campus interview, the candidate will meet with faculty, and appropriate College
and University administrators. The candidate will also be asked to make formal presentation(s) to
faculty, administrators, students, and other interested individuals. Input relative to the
qualifications of the candidate will be solicited by the search committee from all individuals or
groups meeting with the candidate. Candidates will be provided with a College information
packet, including program brochure, benefits package, research lab information, practice lab
information, and current faculty research, scholarship, and institutional pedagogy.
VII.

RECOMMENDATIONS FOR HIRING

After all on-campus interviews are complete, the search committee will review all candidate
evaluations and make a written recommendation to the candidates’ Department Chair or
immediate supervisor and Dean regarding candidate acceptability in the form of a list of qualified
candidates. Additionally, following completion of the search, the search committee Chair may
recommend to the Dean to make an offer to a particular candidate(s) or to continue the search and
selection process. Any departures from this process must be pre-approved by the Dean. All
recommendations regarding qualified candidates and/or offers of employment from the search
committee are advisory to the Dean. The Dean shall have the final authority on determination of
qualifications of candidates and/or employment offers to qualified candidates.
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