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        INTRODUCTION 

This handbook is designed to provide faculty members and administrators the necessary tools for conducting successful 
searches for faculty positions, consistent with Cleveland State 8QLYHUVLW\¶V legal obligations. It contains a step-by-step 
process for conducting faculty searches and additional information on best practices for conducting searches. 
 

As a 

/faculty-affairs/faculty-affairs
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https://hrjobs.csuohio.edu/hr/
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Submit Recruiting Plan to Department 
Chair for review and recommendations 
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Disposition applicants in PeopleAdmin to 

³Selected for Interview ± )LQDOLVW´�RU�1RW�
Selected for Interview ± 1RW�D�)LQDOLVW´� 

Committee Chairperson. 

 
 

 

Submit finalists to OIE for review and approval 
of the applicant pool prior to campus 
interviews.                 

Committee Chairperson.  

 
 

 

3. INTERVIEWING 

STEP COMPLETED ACTION 

 

 

 
 
 
RESPONSIBLE PARTIES 

 
 

 
Conduct on campus interviews. Search Committee PLUS meetings with  
 Department Chair/Dean/Provost. 
See Pages 20-27. 

 
 
 

Create an interview schedule for each 
candidate - be sure each candidate is given the 
same instructions and on campus experience. 

 

See Page 21. 

Search Committee, Committee Chairperson, 
and Department Chair. 

 
 

 

Invite candidates to campus - send 
them a copy of Interview Schedule 
and the link to New and 
Prospective Employees. 

Committee Chairperson and Department 
Chair/School Director. 

 
See Pages 21. 

 

 
 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

Email names and contact information 

of finalists to Vice Provost of Faculty 
Affairs.   
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4. DECIDING WHO TO OFFER THE POSITION/DECISION MAKING 
 

STEP COMPLETED ACTION 

 
Hold faculty 
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5. COMPLETE HIRING PROCESS 

STEP COMPLETED ACTION 

Once the offer is accepted, draft the Letter of 
Intent (LOI).  Associate Dean should send 
to Director of Faculty Affairs.  

 

See Page 33 and Appendix Five. 

 
 

RESPONSIBLE PARTIES 

 
Department Chair and 'HDQ¶V designee.

 
  

Review and approve the draft LOI. Vice Provost of Faculty Affairs. 

 
       See Page 33. 
 

 

 
 
 

LOI is sent to the candidate (and copied 

internally) for
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¶ The Department Chair /School Director or Committee Chairperson shall 
contact OIE for approval of the search committee.   

 
¶ Once OIE has approved the composition of the search committee   

and before commencing with the search process, the search  
committee should complete the mandatory Search Committee  
Training, which addresses the search process and overcoming 



  11 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Issues to Cover in the First Search Committee Meeting 

 
       The &RPPLWWHH¶V Charge (provided merely as examples) 

a. Review essential characteristics of the position with the expectation that the committee will fine-
tune the position description. These might include: 

 

i. Distinguished or promising record of scholarship; success in core academic functions 
(research and teaching); need to avoid over reliance on single indicators of excellence 

 

ii. Tenurable at professor level (if applicable) 
 

iii. Strong administrative experience and skills (if applicable) 
 

iv. Commitment to the core values of the University 
 

v. Ability to mentor a broad student base and junior colleagues from various backgrounds and  
experiences.  

 

b. Set a clear expectation that the committee will cast a broad net for prospective 
candidates (local /national/international search). 

 

c. Detail the required outcome. This should be consistent with the CSU-AAUP 
agreement Article 12.8. Recommendations (acceptable or unacceptable) and include 
individual vote totals on each candidate should be forwarded to the department 
chair/school director. 

 

d. The Dean/Department Chair would like recommendations by [date]. 

 

       Search Process 

e. Outline time frame and frequency of meetings as well as expectations concerning 
attendance and confidentiality. 

 

f. Discuss what materials will be requested and where they will be kept. 
 

g. Discuss process to be used to set criteria for the job posting. 
 

h. Discuss process the committee will use to generate shortlist/interview/campus visit 
candidates and campus visit of candidates for approval. 

 

i. Discuss the role that evaluation bias can play in searches, and the specific steps the 
committee will take to mitigate it. 

 

j. Decide what role, if any, internet searches are to play in the selection process and 
determine how equity and privacy concerns can be addressed if they are used. 

 

k. Discuss any approvals, such as approval to interview, that the committee must seek 
before proceeding. 

 

l. Remind committee members that internal candidates, if there are any, should be 
treated the same as external candidates throughout the process. 

 

m. Discuss how the search will be concluded. 
 

 

NOTES 

 

Develop a realistic timeline for 
recruiting and interviewing, working 
backwards from a target completion 

date or offer letter date, recognizing 
that some fields have specific job 
market periods. 

 

Be sure to account for holidays, 
grading periods, and other times 
when it will be difficult to get faculty 



https://ncdj.org/style-guide/
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Identifying the Minimum and Preferred Qualifications 

Once the responsibilities and expectations for the position have been identified and agreed 
upon, the search committee must then address the question, “Given the required duties 

and other expectations for the person in this position, what knowledge, skills, abilities, 
experiences, traits, or other characteristics should the successful candidate possess?” 

 

The search committee should answer that question with the following in mind: 
 

� Each identified qualification must be clearly linked to one or more of the identified 
responsibilities or including expectations (including teaching and research) for the 
position. 

 

� Examples of qualifications that may be relevant to academic positions: 
 

� The ability or demonstrated ability to conduct scholarly research in a specific area, or at a 
specific level. 

 

� Degree requirements. 
 

� License requirements. 
 

� Professional experience requirements (especially for Professors of Practice see CSUAAUP 
Article 12.3 C for the specific requirements); 

 

� Ability to manage a laboratory. 
 

� Ability to mentor doctoral students and/or junior faculty. 
 

� Experience with a variety of teaching methods and curricular perspectives.  
 

� Research, teaching, or service that demonstrates a candidate¶s experience. 

 
Note on degree requirement minimum qualification:  

All decisions made during the search must be consistent with the advertisement, so it must 
properly reflect the requirements and the process. For example, if the ad says that a Ph.D. 
is required by a certain date, the committee will not be able to recommend a candidate 
who will not have his or her Ph.D. by that date. If a department wants to hire with the option 
of selecting an ABD, one can list the minimum degree requirement as “Completion of all 
requirement for the Ph.D. by July 1 for appointment as Assistant Professor; ABDs will be 
considered for appointment as an instructor.” 
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Developing a Recruitment Plan  
 

The search committee should develop a recruitment plan and advertisement to ensure 
the broadest possible pool of applicants. The plan should include a list of publications and 
websites where the position should be advertised.  

 

The recruitment plan should create an outreach plan to reach candidates. Given the high 
cost of adverting, whenever feasible, select online rather than print outlets and advertise 
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Developing the Rating Tool 

Before reviewing candidates, the search committee should develop a rating tool. Minimum 
qualifications, as described in the advertisement, are assessed on a ³\HV�QR´ basis. Any 

candidate that does not meet all of the minimum qualifications does not progress in the 
search. Points should be allocated to each of the preferred qualifications, reflecting the 
relative importance of the qualification.  

 

A qualification may be both a minimum qualification and a preferred qualification. For 
example, a position may require one peer-reviewed publication, but the committee may also 
want peer 

https://hrjobs.csuohio.edu/hr/
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II. Conduct Application/Credential Review 
 

Committee members may review applications as they are received in the PeopleAdmin 
system, determining whether they meet minimum qualifications, and scoring the preferred 
qualifications.  The link for PeopleAdmin is https://hrjobs.csuohio.edu/hr/.  Instructions 
on how to review candidates’ applications are located in the lower right-hand 
corner of the Home page under “Useful Links” – see the 

https://hrjobs.csuohio.edu/hr/
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A Few Key Characteristics of Implicit Biases. 
 

� Implicit biases are pervasive. Everyone possesses them, even people with avowed 

commitments to impartiality such as judges. 
� The implicit associations we hold do not necessarily align with our declared beliefs 

or even reflect stances we would explicitly endorse. 
� We generally tend to hold implicit biases that favor our own in-group, though research 

has shown that we can still hold implicit biases against our in-group. 
 

Some examples of how bias may manifest are: 

� Trying to find someone who ³ILWV�LQ´ with your group. This is different than finding 
someone who is a good fit for the position. 

� Making judgments too early in the process 
� Stereotyping 
� Favoring someone because they are similar to you, personally 

� Halo/Horn effect- It is a cognitive bias that causes you to allow one trait, either good (halo 
or bad (horns), to overshadow other traits, behaviors, actions, or beliefs To help ensure 
that all candidates are reviewed fairly, discuss the precise meaning of the position 

qualifications and how they will be assessed before beginning to screen applications. 
 

Criteria used to identify top candidates should be the same for each applicant. 

 

 
Confidentiality 

Confidentiality is required to be understood and honored by everyone on the search team, 
from the first meeting until the conclusion 

     the

the

 

the

    that the that 
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Pre-Screening Candidates / Reference Check 

Once you have established an initial shortlist of candidates who match the preferred 
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In addition, the following should be considered for all reference checks: 
 

� The same individual or individuals should conduct all reference checks to ensure 
consistency in the evaluation. The same method of reference checking should also be 
used for each reference; phone interviews are recommended as it allows for follow-up 
questions. 

 

� All references for all candidates should be asked the same or similar questions. 
 

� Do not stop at one reference regardless of how negative or positive it may be; contact 
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/faculty-affairs/new-and-prospective-employees
/faculty-affairs/new-and-prospective-employees
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Examples of appropriate and useful interview questions for candidates: 
 

¶ What do you consider your greatest achievement at work? 
 

¶ Describe the university environment in which you will most effectively be able to 
contribute. 

 

¶ Discuss a time when you had to overcome a major obstacle that stood in the way of you 
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INQUIRY LAWFUL UNLAWFUL 

Name 

 
 
 
 
 
 
 
 
 
 

 
Address 

 

� Whether the applicant has worked under 
another name. 

 

� 



  26 
 

INQUIRY LAWFUL UNLAWFUL 

Religion or Creed 
 

No acceptable inquiry � Any question requesting the DSSOLFDQW¶V�
religious denomination, religious 
affiliations and church, parish, pastor, or 
religious holidays observed. 

 

�:KDW�UHOLJLRQ�DUH�\RX"�:KLFK�UHOLJLRXV�
holidays will you be taking off from work? 
What church do you attend? Do you attend 
church regularly? 

 
 

 

Height and Weight Inquiry as to a SHUVRQ¶V ability to perform 
actual job duties and responsibilities. 
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Conversation Scripts for Extending a Job Offer 
 

Extending a job offer is a very important step in the hiring and selection process and should 
be well thought through and organized. The talking points below will help you make a 
good impression with and provide the right information to your top candidate. You will find 
checklists and example conversations for extending the offer, plus additional details on how 
to handle three different potential situations (candidate accepts, needs time to think, or 
declines offer). A voicemail checklist and example script is also included at the end of 

this document. 
 

Making a verbal job offer should be like delivering a sales pitch. The best candidates will 
have their pick of employers, so you want to stand out as their top choice. Jump ahead of 
your competitors and get the best hires by keeping candidates in the loop and letting them 
know their official job offer is on the way! 

 

Conversation for extending a verbal job offer: (Use situations #1-3 below to continue 
the conversation after the FDQGLGDWH¶V initial response to the offer.) 

 

Extending a Job Offer Checklist: 

 
� Ask for the candidate. 

� Introduce yourself by providing your full name and your department/school 

at Cleveland State University. 

� Confirm if it is a good time to talk with
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http://www.csuohio.edu/research/
http://www.csuohio.edu/research/
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Authorizing the Research Start-Up Package 
(for Tenure-Track/Tenured Faculty only) 

The finalist candidate approved by the Dean should have an approved start -up research 
proposal, 

http://www.csuohio.edu/sites/default/files/�ϰ������ϲʹٷ�����-Faculty-Startup-Request-Form.pdf
http://www.csuohio.edu/sites/default/files/�ϰ������ϲʹٷ�����-Faculty-Startup-Request-Form.pdf
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V. Completing the Hiring Process 
 
 

Writing the Letter of Intent  

If the candidate accepts your offer and after the specifics are approved by the Dean, the 
Department Chair or 'HDQ¶V designee shall complete the Letter of Intent (LOI). The LOI is 
not the vehicle for negotiating the terms of the position-offer with the selected candidate. 
The specific terms are to be agreed upon with the candidate (with the prior approval of the 
'HDQ¶V�2IILFH��EHIRUH�WKH�/2,�LV�FRPSRVHG� 
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Preparing the Contract  
 

The search committee and the department chair/school director provide the following 
contents to the Dean’s office for the new employee’s contract: 

1) Memo from the search committee recommending the successful 





  37 
 

APPENDIX TWO 
 

Checklist for Faculty Posting 
 
 

         Job Summary: 
 
         _____  Description of position, school, rank, duties and start date [Fall 2025 start date = August 18, 2025] 

 

_____Required CSU Statement (2nd or 3rd sentence): ³CSU is committed to academic excellence and diversity within the faculty, 

staff, and student body in all of its dimensions. CSU is striving to be a nationally recognized and student focused public research 
institution that provides accessible, affordable, and Engaged /HDUQLQJ�RSSRUWXQLWLHV�IRU�DOO�´ 

 
Minimum Qualifications: 

 
         _____  List all Minimum Qualifications (bulleted and with semi colons and include the following)  

¶ )RU�7HQXUH�7UDFN�SRVLWLRQ��DGG�³Appropriate terminal degree completed by July 1, 2025.  Persons who are ABD will be hired 
DW�WKH�UDQN�RI�,QVWUXFWRU�´  

¶ For non-Tenure Track position, use correct minimum criteria based on rank identified in CBA 

 
 
         Preferred Qualifications: 
 

_____  List all Preferred Qualifications (bulleted and with semi colons)  
 
 
Special Applicant Instructions: (should be left blank) 
 
 
Applicant Instructions (in this order): 
 
_____ Applications will only be accepted online at (insert link to posting). Mailed or emailed application materials will not be accepted. 
Preference will be given to applications received by (insert date). All inquiries about the position should be directed to the Search 
Committee Chair, (insert name and @ email). 

          
_____  List of documents applicant is required to submit: 

¶ Cover Letter 
¶ Curriculum Vitae  
¶ Contact information for three references ± references will be contacted via email and asked to upload a letter of support on 

your behalf 
¶ Optional - License/Certificate (if applicable)  
¶ Optional - Unofficial transcript (as part of the application process or a statement about graduate courses). Note: the 

successful candidate is required to submit an official transcript before their contract can be prepared.    
 

____ Required Statement about CSU��³CSU is an urban university with more than 14,000 students located in the heart of Cleveland, 
OH. According to the Brookings Institution, CSU is No. 18 in the U.S. among public universities that fulfill a critical dual mission: 
providing upward mobility and conducting impactful research. CSU is the o

https://www.thisiscleveland.com/
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Advertising Copy (in this order): 
 
____ Job Summary – copy and paste Job Summary from above.  
 
_____ Minimum qualifications – copy and paste Minimum Qualifications from above  
 
_____ Preferred qualifications – copy and paste Preferred Qualifications from above  
 
_____ Applicant Instructions: - copy and paste Applicant Instructions from above  
 
 
 
Also included in Posting: 
_____ Listed Advertising Outlets     
_____ Identified a minimum of one inclusive advertising outlet    
_____ Upload Recruitment/Outreach Plan   
_____ Upload Rating Tool 
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APPENDIX THREE 

Interview Questions 

 

Interview questions relating to a FDQGLGDWH¶V ability to contribute to diversity in all of its dimensions 

� What are qualities of a university that create an inclusive environment? 
 

� How will you contribute to &68¶V efforts to demonstrate these qualities? 
 

� What are challenges associated with working in a
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APPENDIX FOUR 
 

REFERENCE CHECK FORM 

       (if checking references manually) 

 

Instructions 
 

� Introduction example: ³&68 is considering [NAME OF CANDIDATE] for a position with the [_NAME OF AREA/COLLEGE]. S/he 
provided you as a reference and has given us permission to verify information received during the recruitment SURFHVV�´ 

 

� Provide a brief overview of the position to which the candidate is being considered. 

 

� Ask questions related to duties and responsibilities of the position. Refrain from prohibited pre-employment inquires (see pages 
23- 25 of the Faculty Search Handbook). 

 

� Ask the same questions of all references (there may be some variation based on the relationship of the reference to the candidate 
or follow-up questions for clarification purposes). The attached questions are suggestions. 

 

� 
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APPENDIX FIVE 
 

Letter of Intent Process 

 

¶ Once a candidate accepts a verbal offer, the Chair should complete the LOI and send it to the Associate Dean for review. 

¶ The Associate Dean will review the LOI and send the final version (with department or college letterhead) to the Director of Faculty Affairs in the Provost's Office.  

o If the position includes start-up funds, a copy of the approved Faculty Start-Up Request Form should also be sent to the Provost's Office, along with the LOI.  For 
further information regarding start-ups, review the Faculty Start-Up Fund Policy.   

¶ The Provost's Office will review and approve the LOI.  If significant changes are made, the Provost's Office will send it back to the Chair and Associate Dean for review.   

¶ Once the LOI is final, the Provost's Office will send the LOI to the Chair and the candidate to sign through Adobe sign.  The Dean, Associate Dean and Budget Manager will 
be cc'd on the document.  For bargaining unit represented positions, the appropriate union representative should also be cc'd.  And for positions with start-up funds, the 
appropriate representative from Research should also be cc'd.   

¶ Once the Chair and WKH�FDQGLGDWH�VLJQV�LW��HYHU\RQH�FF¶G�ZLOO�UHFHLYH�D�FRS\�RI�WKH�ILQDO�GRFXPHQW�   

¶ The signed LOI should be uploaded to the Provost's Lanyard and the department should begin preparing the contract for the candidate.  

 

Letters of Intent (LOI) templates for tenure track faculty (primarily Assistant Professors), Clinical Faculty, 
College Lecturers, Professor of Practice, Visiting faculty, and Instructor Appointments can be found on the 

/sites/default/files/�ϰ������ϲʹٷ�����-Faculty-Startup-Request-Form.pdf
/research/faculty-start-fund-policy
/faculty-affairs/letter-intent-loi-templates
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APPENDIX SIX 
 

Contract Preparation Materials 

 

1. Search Committee Recommendation
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 NOTES 


