Texas A&M International University

Guidelines for Faculty Searches

The faculty search procedures employed by Texas A&M International University strive to recruit the most
qualified faculty members without discrimination or violation of appropriate equal opportunity policies. The
University is also committed to the principle that faculty should participate actively in the writing of job
descriptions for faculty positions, in the screening of applicants, in the selection and interviewing of finalists,
and in the formation of hiring recommendations to be submitted to Department/Division Chairs, Deans or
Directors, and the Provost. To ensure maximum faculty participation and to provide the University with the
largest pool of qualified applicants, the search process for permanent, full-time tenure-track faculty and fixed-
term faculty should commence and end, whenever possible, within the regular academic year (commencing
during the fall semester and ending in spring of the same academic year). Faculty searches should not carry over
into the summer, unless necessary. Additional policies for hiring faculty are available from the Office of Human
Resources (OHR).

Below are the guidelines for faculty searches.

1. The Department/Division Chair will seek approval from the College Dean, who will then seek approval
from the Provost, to commence a faculty search.

» Approval is sought by using the Request to Post a Faculty Position form:
https://wvlfforms.tamiu.edu/Forms/prov-rtpap

» Position descriptions (job advertisements) should solicit feedback from respective
department/program/unit faculty.

2. Once the Provost gives approval, the Department/Division Chair will assemble a Search Committee
(SC) from the discipline/unit/division for which there is a vacancy (or an approval for a new position).
No more than 5 committee members are needed for a faculty search. At least three members must be
from the respective disciplinary area, and one should be external to the disciplinary area.

3. The SC will elect a SC Chair who will be the liaison between the SC, prospective candidates, finalists,
the Department/Division Chair, Dean, and Provost. He/she will coordinate meetings, schedule
interviews including campus interviews, and submit all required paperwork on a timely basis.

» The SC Chair should be at a higher rank than the position being advertised. Ex: For Assistant
Professor positions, the SC Chair should be a tenured Associate Professor.

4. The OHR posts the position on Workday, the Chronicle of Higher Education, The Texas A&M
University System Career Site, Higheredjobs.com, and the Higher Education Recruitment Consortium
Job website.

» If the SC plans to advertise on other job sites, the SC Chair will contact the OHR before posting
externally as approval must be given by the OHR. Once approved, the SC Chair will work with
the department administrative assistant/associate to process proper paperwork and requisitions.

» If posting on other job sites requires payment, it is normal practice for the department/division to
pay.

5. The SC Chair schedules a meeting with search members and the OHR to discuss hiring guides, required
hiring documents, maintaining confidentiality during the search, and any additional requirements and
resources.

6. The SC Chair schedules a meeting with search members to review applications and together, the SC
Chair and the committee review applications, screen applicants, and develop a short list of candidates
for initial interviews.

» A DEI statement may not be required by applicants. If one is provided, preferential consideration
may not be given on the basis of the provided statement.

» The SC, including the SC Chair, determines the protocol for interview questions and reference



https://wvlfforms.tamiu.edu/Forms/prov-rtpap

checks.

> Initial interviews may be conducted via phone or virtual meeting.

» The SC Chair must be present. SC members should strive to attend all interviews and give
priority to this service role before scheduling other meetings. If one interview is missed, the SC
member must recuse him/herself from any recommendation for campus interviews.

7. Once finalists for campus interviews are selected, the SC, via the SC Chair, submits the completed
Faculty Recruitment Travel Estimation Form, the completed Faculty Request Form for Interview, the
CV and Cover Letter to the Department/Division Chair (or administrative associate) for each finalist
who will be interviewed on-campus.

» At least three finalists should be invited to campus interviews per position posted.

8. Once the Department/Division Chair reviews all documents, he/she signs the Faculty Recruitment
Travel Estimation Form and the Faculty Request Form. Those signed forms plus the CV and Cover
Letter must be sent to the College Dean who then approves/disapproves the candidate’s travel and
request for campus interview.

a. If the College Dean does not approve, he/she must notify the SC Chair.

b. If the College Dean approves, he/she submits forms plus other documents to the Office of the
Provost’s Executive Assistant who will verify information on forms and then send to the Provost.

9. If the Provost approves bringing finalists to campus, the Office of the Provost’s Executive Assistant will
send notice to the college’s administrative assistant/associate, the SC Chair, and the College Dean. The
SC Chair will then coordinate travel and campus-interviews for each finalist.

» Interviews for the three finalists should be scheduled within a two-week timeframe.

10. The SC establishes suggested interview questions, forums, and research/teaching demonstrations.

» A research demonstration is required for finalists applying for a tenure-track or tenured position.

» A teaching demonstration is required for finalists applying for non-tenure track positions.

11. After all finalists have completed campus interviews, the SC Chair convenes a meeting with the SC to
discuss the finalists. After discussions, the

a. SC must provide a memo to the Department/Division Chair with strengths/weaknesses of each
finalist no later than one week after the last finalist has visited campus.

b. Department/Division Chair must provide the College Dean with their assessment of each finalist
no later than 3 days after receiving information from the SC.

c. Dean must provide the Provost with his/her assessment no later than 3 days after receiving the
chair’s assessment.

d. Once the Provost gives approval to make an informal offer to the selected finalist, the Office of
the Provost will provide CUPA salary to the College Dean.

e. The College Dean is responsible for contacting the selected or sole finalist to begin an informal
negotiation process (i.e., discussions about start-up funds and salary). If the College Dean is
emailing the finalist, he/she must state in email correspondence that the offer is informal. Official
offers are only sent by the Office of the Provost.

I. Ifafinalist is asking for credit toward tenure, the College Dean must seek approval from
the Provost.

ii. If afinalist is asking for a modification to teaching loads, the College Dean must seek
approval from the Provost.

iii. If an offer of appointment intends to involve tenure upon arrival, the College Dean must
seek approval from the Provost. For tenure upon arrival, the finalist should be an
Associate Professor (with tenure) or Full Professor (with tenure) at their current
institution. A letter of recommendation is needed by the tenured professors of the
TAMIU unit/department together with a letter for the Department/Division Chair and
College Dean.

12. Once the selected finalist and the College Dean come to an agreement, the College Dean drafts an
appointment /offer letter (with start-up funds included) and sends it to the Office of the Provost for
review and Provost signature.

13. The Provost will review the draft appointment letter, sign it, and then send it to the College Dean so that




he/she can send it to the finalist.

14. Once the appointment letter is signed by the candidate, the candidate should send the signed letter to the
College Dean who will forward to the Office of the Provost. The Office of the Provost will then
distribute copies of signed letter of appointment to HR and the Office of Budge and Payroll. The search
will not be closed until the SC submits all paperwork to HR and/or completes Workday processes.

Additional Notes:

e All faculty positions start August 16" of a given year. No mid-year or mid-semester offers will be made unless there is a
compelling reason. Grant-funded faculty positions must also follow the faculty hiring cycle with searches commencing
fall semester.

e The Provost, or her designee, interviews candidates at level of Assistant Professor — Professor as well as Director
positions. Interviews will not exceed thirty minutes and should be scheduled after the Department/Division Chair and
Dean have conducted their interviews.

e College Deans are responsible for the cost of lodging and meals for all candidates. The cost of the airfare is provided by
the Office of the Provost. However, the Office of the Provost will only fund two rounds of on-campus interviews.
Anything beyond two rounds would have to be funded by the college or department.
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