
Faculty 
Search 
Training



Faculty Search Training

Equity and Access Office  
Old Main, Room 113, Box 4083 

www.nau.edu/equity-and-access 

Q: Why have a detailed search process?
A. 1. We value diversity and inclusion which are reflected in every stage of the process. 2. Equal opportunity, non-
discrimination, affirmative action and other laws and regulations require a fair, uniform, transparent and
documented process.

Q: What is the process?
A. For faculty, the process is Appendix C to the Conditions of Faculty Service.

Q: Who is responsible for following the process?
A: Everyone involved in the screening. Primary responsibility rests with the deans and chairs, with the Office of the 
Provost and the Equity and Access Office having oversight responsibility. 

Q: What happens if the process is not followed?
A: Depending on the severity of the problem, the university’s federal funding and contracts could be at risk. The 
committee and the university would have difficulty defending the selection and could be subject to litigation or 
redoing the search. 

Q: Whom do I call for help?
A: The staff at the Equity and Access Office can guide you through the process, review documents in draft, provide 
recruitment sources and explain the affirmative action responsibilities. For questions relating to load, salary, title 
and other issues, contact the Vice Provost for Academic Personnel. 

Primary contacts:
Equity and Access (928) 523-3312
Alyssa Deaver (928) 523-7950
Priscilla Mills (928) 523-7855
Pam Heinonen (928) 523-9342

Q: What is our affirmative action obligation?
A. Essentially, the obligation is to recruit in ways which will attract women, minorities, veterans and individuals
with disabilities to NAU and which will help to correct the underutilization of women and minorities in certain job
groups. Besides being one excellent way to increase diversity at NAU, the obligation stems from NAU’s status as a
federal contractor.

Q: How do we know what to do to meet our obligations?
A: Each year, NAU publishes an Affirmative Action Plan for Women and Minorities and an Affirmative Action Plan for 
Veterans and Individuals with Disabilities. These documents show how NAU is doing in terms of having a 
representative workforce, and describes action oriented programs designed to correct underutilization. 

Q: How do we know if we are currently underrepresented or if we have recruited a representative pool of 
applicants?
A: Each year EAO publishes a set of figures in the Affirmative Action Plan which serve as goals for the institution. 

http://www.nau.edu/equity-and-access


Process Step Description Approval Needed 

Approval to Recruit Dean submits a request to the provost for search approval. Provost’s Office 

Search Committee 
Elections

Search committee members are elected following requirements of the COFS document ensuring both ethnic 
and gender representation on committee. (Section C.2.1 of COFS) 

Department faculty 
and department chair or 

director

Requisition

The ePOST and Form A2 (Recruitment Plan) and advertisement (meeting Department of Labor Standards) are 
routed through department, Equity and Access, Provost’s Office and Budget for review and approval. Advertising
should contain at least one relevant source that targets women and one relevant source that targets minorities. 
If your job group is underrepresented additional advertising and outreach should be sought to target the 
underrepresented group(s). (Section C.2.2 of COFS)

Department chair, dean, Equity 
and Access, Provost’s Office 

and Budget 

HR Posting and 
Advertising

Once the ePOST has been approved the vacancy is posted on the HR website. Department submits advertising to 
sources listed on the Form A2. HR’s role in the advertising process will remain the same. (Section C.3 of COFS) 

Approvals are completed in the 
prior step. 

Establishing a Screening 
Matrix

Complete proposed matrix of minimum and preferred qualifications as advertised in the vacancy announcement. 
Minimum qualifications should be “yes” or “no”. Preferred qualifications can be ranked or assigned points. The 
committee should not matrix applications for any qualification that was not advertised in the vacancy 
announcement or reasonably inferred from the announcement. (Section C.4 of COFS) 

Chair (or director) and dean 
(Approvals must be received 
prior to using the matrix to 

screen applications.) ** 

Screening for Minimum 
Qualifications

Upon advertised date of first review, the search committee can review applications for minimum qualifications. The 
committee will need to inform the Equity and Access Office which applicants did not meet minimum qualifications. 
(Section C.5 of COFS)

Committee must use the 
approved screening 
matrix. 

Pool Certification

Once search committee has reviewed applications and the department has notified the Equity and Access Office 
which applicants did not meet minimum qualifications, EAO will then send a follow-up to the AA report that only 
shows the diversity for the applicants that met minimums and are continuing in the search process. The 
department chair and dean will then review the pool of qualified candidates to certify that the pool is diverse 
enough to justify the committee reviewing applicants for preferred qualifications. (Section C.6 of COFS) 

Chair (or director) and dean 
(Approvals must be received 

prior to reviewing 
applications for preferred 

qualifications.) ** 

** Send electronic copy of approved document to the Equity and Access Office. Rev. 6/2016 



Faculty, Administrative Faculty and Academic Professionals
Vacancy Announcement Request

Human Resources Department
PO Box 4113  Flagstaff, AZ 86011-4113
(928) 523-2223  http://www.nau.edu/hr

Position Announcement

Position Available:

Department:

Special Information (This section includes information about whether or not the position is subject to the availability of funding, the

location of the position if other than the Flagstaff Campus, and tenure track eligibility).

Job Description

Minimum Qualifications (These should be objective, precise qualifications)

Preferred Qualifications

General Information (This section is largely pre-built into the ePOST. You may select the short, medium or long general NAU

descriptions. You may also include additional information pertaining to the specific department/unit or college in which this position
resides, especially important for positions outside of Flagstaff.)

Salary

Application Deadline

This position will be open until filled or closed.  Review of applications will begin on __________________________

Application Procedure

Northern Arizona University is a committed Equal Opportunity/Affirmative Action Institution. Women, minorities, veterans and individuals 
with disabilities are encouraged to apply. NAU is responsive to the needs of dual career couples.  Form A-1 Revised 1/2018

http://www.nau.edu/hr


Standard Language for NAU Faculty Ads and Job Posting 
June 2018

Long version: 

Northern Arizona University has a student population of approximately 30,368, including 
more than 22,000 on its main campus in Flagstaff and the remainder at more than 20 locations 
statewide and online. 

Committed to a diverse and civil working and learning environment, NAU has earned a 
solid reputation as a university with all the features of a large institution but with a personal 
touch, with a faculty and staff dedicated to each student’s success. All faculty members are 
expected to promote student learning and help students achieve academic outcomes. 

While our emphasis is undergraduate education, we offer a wide range of graduate 
programs and research. Our institution has carefully integrated on-campus education with 
distance learning, forming seamless avenues for students to earn degrees. 

Flagstaff has a population of about 70,000, rich in cultural diversity. Located at the base 
of the majestic San Francisco Peaks, Flagstaff is 140 miles north of Phoenix at the intersection of 
Interstate 17 and Interstate 40. 

With its elevation of 7,000 feet and four-season climate, Flagstaff is ideal for year-round 
outdoor activities. Nearby attractions include the Grand Canyon, Lowell Observatory, Oak Creek 
Canyon, Sedona, Monument Valley, Sunset Crater, Meteor Crater, and Arizona Snowbowl. 

Medium version: 
Northern Arizona University has a student population of approximately 30,368, including 

more than 22,000 on its main campus in Flagstaff and the remainder at more than 20 locations 
statewide and online. 

Committed to a diverse and civil working and learning environment, NAU has earned a 
solid reputation as a university with all the features of a large institution but with a personal 
touch, with a faculty and staff dedicated to each student’s success. All faculty members are 
expected to promote student learning and help students achieve academic outcomes. 

While our emphasis is undergraduate education, we offer a wide range of graduate 
programs and research. Our institution has carefully integrated on-campus education with 
distance learning, forming seamless avenues for students to earn degrees. 

Flagstaff has a population of about 70,000, rich in cultural diversity. Located at the base 
of the majestic San Francisco Peaks, Flagstaff is 140 miles north of Phoenix at the intersection of 
Interstate 17 and Interstate 40. 

Short version: 
Northern Arizona University is a 30,368-student institution with its main campus in 

Flagstaff, a four-season community of about 70,000 at the base of the majestic San Francisco 
Peaks. NAU’s emphasis on undergraduate education is enhanced by its graduate programs and 
research as well as distance learning. All faculty members are expected to promote student 
learning and help students achieve academic outcomes. The university is committed to a 
diverse and civil working and learning environment. 



Form A2: Recruitment Plan for Administrators, Academic Professionals, and Faculty Positions

Date: Department: 
Position Title:   
This Plan Completed By: 

INSTRUCTIONS: This form is to be filled out, saved, and attached to the initial electronic requisition. 
Updates may be sent directly to Equity and Access at EquityandAccess@nau.edu throughout the 
posting and search process. The minimum 30 day period for advertising does not begin until the 
Provost approves the requisition and the position is posted on the HR website. 
For faculty positions, the advertising period will remain open until the position is filled or 
permission to close is received. For Academic Professional positions, the advertising period will 
remain open for at least 30 days. The hiring department is responsible for creating all newspaper 
ads and other advertising. Contact Human Resources for assistance with placing advertising. 

 Chair/Director: 
Phone:   
E-Mail:
Screening Committee Members:

Committee Chair: 
Phone:   
E-Mail:

Advertising: 

Publications, journals, newspapers, websites, or other formal postings to be used to solicit 
applications (must include recruitment resources that target women and minorities): 
Name of recruitment resource: Date: 

Mail, telephone, fax, e-mail, or word of mouth contacts to be made with the following 
institutions or organizations to solicit applicants (must include recruitment resources that 
target women and minorities): 
Name of institution or organization Date: 

FORM A2

mailto:EquityandAccess@nau.edu


Mail, telephone, fax, e-mail, or word of mouth contacts to be made with individuals to invite 
their application: 
Name and Title of Individual Contacted: Address: 

FORM A2



Search Committee Members Name:  Alex, Tay, Nora, Jade, Mitchell

Vac.#700150 Position Title - Dept., 
Flagstaff AZ

Minimum 
Requirements  Preferred Qualifications

APPLICANT INFORMATION See 1-3 
Minimums

P.1. P.2. P.3. P.4. P.5. P.6. P.7. P.8. P.9. P.10. P.11. Up to 100 Overall Scores Comments Status 
Codes

Last First Y-or-N 0-6 0-4 0-14 0-30 0-8 0-9 0-82 0-43 0-44 0-95 0-46 0-100 Alex Mitchell Nora Tay Jade AVERAGE Column7 Column8
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

Sample Minimums

1 Earned Doctorate in X, or closely related field, by date of hire

2 At least 1 year college teaching experience (can include college teaching as a graduate assistant)

3 At least 2 years research experience (can include research assistant)

Sample Preferred Qualifications:
1 Graduate of a X-based graduate program

2 Earned Doctorate from an accredited X program

3 Two or more years of relevant teaching experience in X-based graduate courses

4 Evidence of strong scholarly productivity and the potential for future independent and collaborative scholarship, including success in seeking extramural grant support

5 Ability/experience or strong interest in recruiting, advising, and mentoring graduate students, including advisor for student research

6 Experience and skills to supervise student affairs graduate students in fieldwork, practicum, and internship sites throughout the college campus and local community college

7 Experience and skills in supervising, advising, and studying culturally diverse populations in the southwest, including rural, Hispanic, Latino, and Native populations

8 Demonstrated strong interpersonal skills and ability to work effectively with department chairs, other program directors/coordinators, faculty, staff, students, and associated members of the professional community

9 Active involvement or leadership roles in national associations

10 Experience in networking/collaborating within and across colleges and universities

11 Ability/experience or strong interest in working with distance technologies, such as web-based instruction



Status Codes for Applicant Tracking

The composite matrix must include codes for all applicants not going forward to the next step. Specific reasons for a 
status decision must be kept in the search file; either on the matrix or by other documented means. 

Reject Codes: 
Code Step Reason 
R1 Initial review Does not meet minimums – Education 
R2 Initial review Does not meet minimums – Experience 
R3 Initial review Does not meet minimums – Combination education and experience 
R4 Initial review Does not meet minimums – Certifications or licenses 
R5 Initial review Does not meet minimums – Skills 
R6 Review of preferred qualifications Not best qualified – Education 
R7 Review of preferred qualifications Not best qualified – Experience 
R8 Review of preferred qualifications Not best qualified – Combination education and experience 
R9 Review of preferred qualifications Not best qualified – Certifications or licenses 
R10 Review of preferred qualifications Not best qualified – Skills 
R11 After Phone interview Not best qualified – Education 
R12 After Phone interview Not best qualified – Experience 
R13 After Phone interview Not best qualified – Skills 
R14 After On-campus interview Not best qualified – Education 
R15 After On-campus interview Not best qualified – Experience 
R16 After On-campus interview Not best qualified – Skills 
R17 References and/or background check Failed reference or background check – include specific reasons in file 
R18 Late Application Offer was made and/or accepted prior to application being received 

Withdrawal Codes: 
Code Step Reason 
W1 Initial review Withdrew before application review 
W2 Committee review and matrix Preferred qualifications - Salary requirements 
W3 Committee review and matrix Preferred qualifications - Unable to relocate 
W4 Committee review and matrix Preferred qualifications - Unable to travel 
W5 Committee review and matrix Preferred qualifications - Work schedule/teaching load 
W6 Committee review and matrix Preferred qualifications - Offered other job 
W7 Committee review and matrix Preferred qualifications – Applicant did not specify 
W8 Phone interview Salary requirements 
W9 Phone interview Unable to relocate 
W10 Phone interview Unable to travel 
W11 Phone interview Work schedule/teaching load 
W12 Phone interview Offered other job 
W13 Phone interview Unable to contact (attempted at least 2 times) 
W14 Phone interview Applicant did not specify 
W15 On-campus interview Salary requirements 
W16 On-campus interview Unable to relocate 
W17 On-campus interview Unable to travel 
W18 On-campus interview Work schedule/teaching load 
W19 On-campus interview Offered other job 
W20 On-campus interview No show 
W21 On-campus interview Applicant did not specify 
W22 Post offer Salary requirements 
W23 Post offer Unable to relocate 
W24 Post offer Unable to travel 
W25 Post offer Work schedule/teaching load 
W26 Post offer Offered other job 
W27 Post offer Unable to contact (attempted at least 2 times) 
W28 Post offer Applicant did not specify 
W29 Incomplete Application Applicant submitted incomplete application; Contacted candidate once with no 

response 



** Send electronic copy of approved document to the Equity and Access Office. Rev. 1/2016 

Screening for Preferred 
Qualifications

Each committee member will evaluate applicants for preferred qualifications by reviewing the application materials 
and filling out the approved screening matrix for each applicant who met minimum qualifications. The 
results/ranking of the individual committee member’s matrices are combined to become the “composite” matrix. 
The composite matrix is used to decide which applicants will be telephone interviewed. This decision should be 
self-explanatory, and if not, the committee will need to document how they came to the decision on which 
applicants to interview. The committee will send the composite matrix and the request for first interviews forward  
for approval. All applicants in the search will need to be listed on the composite matrix, even those that do not 
meet minimum qualifications or withdraw. Applicants that do not meet minimums and applicants that are not 
chosen for a phone interview will need to have a reject or withdrawal code assigned on the composite matrix. All 
applicants that are recommended for phone interviews will need to be listed on the Form C (whether they end up 
completing a phone interview or not). (Section C.7 of COFS) 

Chair (or director) and dean 
(Approvals must be received 

prior to conducting first 
interviews.) ** 

First Interview Questions

Prior to first interviews occurring, the committee will need to submit a list of interview questions for approval. 
Interview questions must: 

 be job-related using position based criteria
 ask about the applicants commitment to diversity
 not use any discriminatory language 
 ask the applicant’s permission to check references

(Section C.8 of COFS)

Chair (or director) and dean 
(Approvals must be received 

prior to conducting first 
interviews.) EAO reviews and 

recommends changes, if 
necessary. ** 

Conducting First 
Interviews

First interviews should follow the same process for all applicants. At least two (2) committee members must be 
present. The committee needs to ask the approved questions and can only ask follow-up questions to clarify any 
discrepancies or ambiguities. The interviews must be documented and the notes from the interviews need to be 
kept and turned in as part of the official search file when the search is complete.  (Section C.8 of COFS) 

Approvals are completed in the 
prior steps. 

Reference Checks and 
Department Chair (or 
Director) Interviews

Once first interviews are complete the committee will identify the applicants they would like to invite to campus. 
Prior to on-campus interviews, reference checks and department chair (or director) interviews must be 
completed.

Reference checks, like telephone interviews, must use a standard set of questions. “Given the opportunity, would 
you hire or re-hire this applicant? Why or why not?” is a required reference check question. At least two (2) 
committee members should be present for reference checks. At least two (2) references for each applicant must 
be contacted. The reference check interviews must be documented and the notes from the interviews need to 
be kept and turned in as part of the official search file when the search is complete. (Section C.9 of COFS) 

The department chair (or director) interview will discuss such things as teaching load, salary and other 
department or job related items that would not be appropriate for the full committee interview.  (Section C.8.23)
of COFS)

Reference check approval is 
given by the applicant during 

first interview. (Send 
electronic copy of the 

reference check questions to 
Equity and Access Office.) 



** Send electronic copy of approved document to the Equity and Access Office. Rev. 1/2016 

On-Campus Interview 
Request

When the first interviews, the reference check interviews, and the department chair (or director) interviews are 
complete, the committee will create a memo that contains their rationale and recommendation for on-campus 

interviews. Applicants that are no longer being considered for the position after the phone interview or reference 
check will receive a reject code on the Form C. The code does not replace the need for narrative information on 

the Form C. (Section C.10 of COFS) 

Chair (or director), dean**

(Provost’s Office notified) 

On-Campus Interviews
After the request for on-campus interviews has been approved, the committee chair will create itineraries for all 
applicants that will be coming to campus. (Section C.10 of COFS) The campus interview agenda and experience 

should be similar for all candidates. 

Approvals are completed in the 
prior steps. 

Request for Negotiations

Once all on-campus interviews are complete, the search committee will fill out the Form C. The Form C contains 
the names of all applicants that were interviewed; either in first interview or in first interview and on-campus. The 

Form C must contain demonstrated, job related strengths and weaknesses of each applicant. Words such as 
“good fit” and “collegial” are not sufficient job related reasons. Instead, the descriptions should specify the facts 
which support such a conclusion.  The Form C will be sent to the department chair (or director) for review, and 
then the chair (or director) will send forward the request to begin negotiations with the top applicant. (Section

C.11 of COFS)

Chair (or director), dean and 
provost (provost approval only 

needed for Tenure Track 
positions). EAO reviews and 
recommends clarifications, if 

necessary. ** 

Preparing the Hiring Offer
Upon approval from the provost the department chair (or director) and/or the dean will begin negotiations with 

the top candidate. An offer letter will be created based on the negotiations.  (Section C.11 of COFS) 
Dean and provost 

(provost approval only 
needed for Tenure Track 

positions) 

Completing the Hire

The approved offer letter and an authorization for background check will be sent to the applicant for review and 
signature. The applicant will also be notified that they will need to have official transcripts for their highest degree 
held sent to the hiring department. Once the signed offer letter, the official transcripts and the background check 
(that has been reviewed and approved by HR) is received by the hiring department, an ePAR is created to officially 

hire the applicant on the posted vacancy. When the ePAR is received by Budget a “Notice of Appointment” is 
created and sent out to the applicant by the department. Once the applicant has signed the notice of appointment 

and it has been received by Budget the ePAR is completed and the applicant becomes an employee of record 
effective on the start date. (Section C.11 of COFS) 

Approvals as required in the 
ePAR system. 

Record Retention

All information related to the search will need to be gathered and stored together as the official search 
record. These records will need to be kept for 3 years from the applicant’s start date. (Section C.12 of

COFS): 
 application materials (that were received outside of the online application system)
 committee members’ notes
 committee members’ matrices
 emails
 advertisements
 telephone interview notes
 reference check notes
 any other items related to the search

(Section C.12 of COFS)



Form C: Administrator, Academic Professional and Faculty Interview Information Form

Instructions:

List all candidates who were proposed for interviews from the composite matrix in alphabetical order. For each candidate interviewed,
please indicate date of interview – both telephone and on-campus (if applicable). EVERY candidate not moving forward in the process must 
have a status code (either a reject code or withdrawal code). The candidate(s) hired will have “Hired” as their status. 

Position Title: Vacancy Number: 

Department: College: 

Name (Last Name, First Name) Date of Phone Interview Date of Campus Interview Applicant status after 
interview (Use status codes) 

Attach a separate memo that clearly indicates the job-related strengths and weaknesses of the candidates who were interviewed by 

phone or by phone and in-person interviews (be very specific).

Equity and Access Office rev. 7/2017 
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NORTHERN ARIZONA UNIVERSITY Conditions of Faculty Service 
Appendix C Revision, DRAFT July 2014: Approved by Faculty Senate, May 2007; revisions approved by Faculty Senate, May 2013 and 
Provost and President, July 2013; revisions approved by Provost and President, July 2015, and Faculty Senate, November 2015. 

C. HIRING PROCESS FOR FACULTY AND ACADEMIC

PROFESSIONALS (REVISED 7.21.14 TO INCORPORATE THE

CHANGES IMPOSED BY THE ON-LINE APPLICATION

PROCESS)

This document details the process for hiring faculty and academic professionals. Under the 
process, deans have the discretion to delegate approval of the matrix, interview questions and 
reference questions to the appropriate department chair. The deans also have discretion to 
require screening committees to submit documentation to the Office of Affirmative Action 
and Equal Opportunity for review and approval even when not required by this process. Any 
requests for a variation in the process described below must be approved in writing by the 
provost and the director of Affirmative Action. 

C.1 Hiring Process Training
At the start of each semester and otherwise when advisable or requested, the Office of 
Affirmative Action will conduct faculty and academic professional search and hiring training. 
All individuals who assist or serve on faculty or academic professional screening committees 
shall attend at least one training per academic year, although deans have the option of 
requiring more frequent training sessions. 

C.2 Approval to Recruit

1. The department chair and the dean establish the screening committee and provide an
orientation to the search process. The screening committee shall be established in
accordance with the following rules and procedures (ref. COFS, Section 1.3.2):

a. The faculty of the academic unit shall elect from among themselves at least 50% of
the committee's membership.

b. The academic unit head (dean or designee) and/or department chair or director shall
appoint the remaining members of the committee with particular attention paid to
providing representation that includes ethnic and gender diversity. This requirement
may mean that the chair must go outside the department for committee members
to ensure the inclusion of underrepresented groups.

c. If the faculty, the chair or director, and the dean concur, the entire faculty of the
academic unit may serve as the screening committee. Gender and minority
representation referred to in (b) above is still required.

d. If the position to be filled will likely serve two or more departments or colleges,
representatives from each academic unit involved shall serve on the committee.

e. The committee chair will be appointed by the department chair and/or academic
unit head in consultation with the screening committee.

2. The dean and chair approve the Requisition Forms A, A-1, A-2 and the proposed
advertisement and submit all materials to the Office of Affirmative Action. These forms
provide essential information for obtaining the reviews and approvals necessary before a
position can be advertised. Refer to the following sections for descriptions and
instructions for each of the Requisition forms:

Form A, Appointed Staff and Faculty Personnel Requisition Form
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NORTHERN ARIZONA UNIVERSITY Conditions of Faculty Service 
Appendix C Revision, DRAFT July 2014: Approved by Faculty Senate, May 2007; revisions approved by Faculty Senate, May 2013 
and Provost and President, July 2013; revisions approved by Provost and President, July 2015, and Faculty Senate, November 2015. 

Form A provides specific information concerning the position and contains the signatures 
for approval of all the A forms and the external advertisement. Complete all sections as 
requested on the form with particular attention to the following: 

 job title, rank, college and department must be consistent with the
Vacancy Announcement.(A-1).

 for multiple positions of the same job title and rank, one form A may be used – next
to the job title, enter “Multiple Positions” and this will inform the budget office of
the need to assign more than one job vacancy number which will allow an ePar to
be created for each position when a hire is made.

 salary range must be included on the A form but is not required on the A-1 form.
 Contact person – more than one person may be listed (e.g., administrative support

and department chair) to assist the various departments with processing of the
forms.

Form A-1, Vacancy Announcement Request

The A-1 form provides the necessary information for the position announcement which 
appears on the Human Resources web page. A separate document containing the full 
position description (i.e., external advertisement) may be attached to the A-1 form 
which should be completed as follows: 

 Minimum qualifications must be appropriate to job title per the Conditions of
Faculty Service, Section 1.2, Faculty Classifications.

 Minimum qualifications must be limited to those that are clearly essential to avoid
eliminating otherwise potentially viable and even competitive candidates. Evaluation
of minimum qualifications must be answered with a yes/no.

 Preferred qualifications must be clearly derived from or can reasonably be inferred
from the duties of the position as announced. It is recommended that when
preparing the position announcement, all components of the announcement are
simultaneously translated to the search matrix.

 Vacancy announcement and job advertisement shall include language regarding
commitment to diversity (refer to the Affirmative Action Faculty Search Guide for
examples of acceptable statements: http://home.nau.edu/diversity/fsg.asp
http://nau.edu/Affirmative-Action/Faculty-Search-Guide/).

 Vacancy announcement and job advertisement shall also indicate women,
minorities, individuals with disabilities and covered veterans are encouraged to
apply. The advertisement must include language indicating that NAU is an
affirmative action/equal opportunity employer. An acceptable abbreviation is “NAU
is an AA/EEO/MWDV employer,” or simply “AA/EEO/MWDV.” Acceptable text for
the General Information section in Form A1 (e.g., Flagstaff community, student
population) can be found on this webpage: http://nau.edu/Affirmative-
Action/Search-Hiring-Process/

 Applicant review date reads, “The search will remain open until position is filled or
closed; however, the committee will begin reviewing applications on .”

 Date indicated for review of applications is at least 30 days after position is first
advertised to the public.

 The opportunity for conference interviews must be included in the
Vacancy Announcement (ref. Section C.8, item #24).

Form A-2, Recruitment Plan for Administrators, Academic Professionals, and Faculty 

Positions

http://home.nau.edu/diversity/fsg.asp
https://nau.edu/Affirmative-Action/Faculty-Search-Guide/
http://nau.edu/Affirmative-Action/Search-Hiring-Process/
http://nau.edu/Affirmative-Action/Search-Hiring-Process/
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This form provides a section for listing the screening committee members and sections 
for descriptions of the advertising and communication plans. Complete the form as 
follows: 
 List the screening committee chair and members.
 Ensure that screening committee membership reflects ethnic and gender

diversity. Identify outreach and recruitment likely to reach broad audience of
potentially interested and qualified candidates, including women and people of
color. The Faculty Diversity Guide contains information that can assist
departments in identifying recruitment opportunities:
http://nau.edu/Affirmative-Action/Faculty-Search-Guide/ 

 Check the Affirmative Action Plan at http://nau.edu/Affirmative-Action/Plan to
determine if women and/or minorities are underrepresented in the applicable Job
Group. If so, pay particular attention to recruiting in ways that will target members
of the underrepresented group and identify specific efforts designed to reach those
groups.

 Ensure that the text of any advertisement is consistent with the
vacancy announcement.

3. Affirmative Action reviews and approves Forms A, A-1, A-2 and the advertisement, and
forwards all documents to the Provost’s Office.

4. The provost approves Forms A, A-1, A-2 and the external advertisement. The Provost’s
Office forwards the A Forms to the Budget Office. The Budget Office assigns a position
number to Form A and returns the original form to the Provost’s Office and a copy is sent
to Affirmative Action and Human Resources.

C.3 Advertising the Position
5. Affirmative Action will post the position announcement to the Human Resources “Job

Openings” web site http://nau.edu/Human-Resources/Careers and an email notification
with the vacancy number for the position will be sent to the following: the contact
person listed on Form A, and the office of Affirmative Action.

6. The Provost’s Office adds the vacancy number to Form A, attaches the HR posting and
returns all the original forms (A, A-1, A-2, and the external advertisement) to the
contact person listed on Form A.

6. The screening committee may begin advertising for the position when Forms A, A-1, A-2
and the external advertisement have been approved by the provost and Affirmative
Action.

IMPORTANT: Advertising should be conducted in conformity to the rules established by
the Department of Labor, provision 20 CFR 656.18(b)(3)

http://www.dol.gov/dol/cfr/Title_20/Chapter_V.htm. 

 Electronic or Web-based advertising or a print ad in a national professional journal is
required and must meet the following requirements:

o Respected national professional journal in the relevant discipline.
o The advertisement for the job opportunity for which certification is sought

must be posted for at least 30 calendar days on the journal’s website.
o Documentation of the placement of an advertisement in an electronic or web- 

based national professional journal must include evidence of the start and end
dates of the advertisement placement and the text of the advertisement.

http://nau.edu/Affirmative-Action/Faculty-
http://nau.edu/Affirmative-Action/Plan
http://nau.edu/Human-Resources/Careers
http://www.dol.gov/dol/cfr/Title_20/Chapter_V.htm
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 The advertisement may refer to the official HR web posting (with a link) for further
information, but the text of the electronic advertisement must include at least the
following:

o Position Title
o Required and preferred qualifications
o Brief description of duties
o Application deadline
o Application process

Questions may be addressed to the Equity and Access Office or the Center for International Education. 

C.4 Establishing the Screening Matrix
8. In consultation with the department chair, the screening committee develops the

matrix for reviewing and ranking candidates as described below. Minimum and
preferred qualifications may be contained in one matrix or two.

 The selection matrix or criteria review sheet ensures review for both minimum
(yes/no response only) and preferred qualifications.

 The selection criteria are clearly derived from or can reasonably be inferred from
information regarding the position as actually announced to the public. The
selection criteria must include, in some format, experience with and/or
commitment to diversity.

 The matrix may be numerical, narrative or another format of scoring that best
suits the needs of the unit and the particular search. Sample acceptable matrices
are available from EAO’s website at https://nau.edu/equity-and-access/faculty-
search-guide/

9. The matrix is submitted to the department chair and dean for approval.

10. A copy of the matrix is submitted to the Equity and Access Office for the file.

C.5 Screening for Minimum Qualifications
11. On the date of first review (30 days after initial posting to HR web site), the Office of

Affirmative Action generates a report that shows the diversity for all applicants that
applied. This report is sent to the main search administrator in the dean’s office.

11. The screening committee chair or designee may begin reviewing applications for
minimum qualifications using the pre-approved matrix. At least two committee members
should review applications for minimum qualifications.

IMPORTANT: All parties involved with search materials should be aware that names 
and data are confidential until the candidates have been selected and have accepted 
invitations for on-campus interviews. Candidates not selected for on-campus interviews 
remain confidential. 

12. After the candidates are screened for minimum qualifications, a letter or email (if
an email is sent, a copy must be made for the file) must be sent to the following:

 Those who do not meet minimum to thank them for their interest and to
encourage them to remain informed of current employment opportunities with
Northern Arizona University and to apply for those positions for which they feel
qualified.

https://nau.edu/equity-and-access/faculty-search-guide/
https://nau.edu/equity-and-access/faculty-search-guide/


73 

NORTHERN ARIZONA UNIVERSITY Conditions of Faculty Service 
Appendix C Revision, DRAFT July 2014: Approved by Faculty Senate, May 2007; revisions approved by Faculty Senate, May 2013 and 
Provost and President, July 2013; revisions approved by Provost and President, July 2015, and Faculty Senate, November 2015. 

 Those who do meet minimum qualifications to inform them of the process and
timelines.

 Those who have missing materials that are needed for their file must be notified and
given a reasonable deadline for submission of the missing items.

Sample letters are available from the Equity and Access web site: 
https://nau.edu/equity-and-access/faculty-search-guide/ 

C.6 Applicant Pool Certification
13. Once the 30 day posting period has passed, the dean and the chair need to certify the pool

before applications may be reviewed for preferred qualifications. Pool certification is
accomplished by notifying Affirmative Action which applicants do not meet minimum
qualifications. Equity and Access will then send a follow-up to the previous report that only
shows the diversity for the applicants that met minimums. The department chair and dean will
then review the pool of qualified candidates to certify that the pool is diverse enough to justify
the committee reviewing applicants for preferred qualifications.

C.7 Reviewing the Files for Preferred Qualifications
14. Review applications for preferred qualifications using the approved matrix and select

applicants to recommend for phone interviews. This step requires the following:

 A summary document (consistent with the previously approved matrix), showing how all
applicants fared in the review process. This is also known as the composite matrix.

 All applicant names must be listed on the composite matrix. Applicants that do not meet
minimums and applicants that are not chosen for a phone interview will need to have a
reject or withdrawal code assigned on the composite matrix (a list of status codes is
available from  Equity and Access  https://nau.edu/equity-and-access/search-hiring-process/

 If selection of candidates for telephone interviews deviates from the ranking and the
completed matrix summary, include separate documentation explaining job-related basis
for candidate selection.

 NOTE: Committee members must turn in their individual scoring matrices for the search
file records.

15. For candidates recommended for telephone interviews, submit the composite matrix and
related documentation if any, to the department chair and the dean for approval.

16. Submit a copy of the composite matrix, and related documentation if any, to Equity and
Access for the file.

C.8 Telephone Interviews
17. The screening committee develops telephone interview questions which must:

 be appropriately grounded in job-related criteria based on position announcement;
 address experience with and commitment to diversity;
 not contain language that may reasonably be interpreted as discriminatory and should not

ask candidate to reveal non-job-related information, such as age, marital status, family
status, etc.;

 include a question which asks the candidate for permission to contact listed references
and others who may be familiar with their work.

18. Questions must be submitted to the chair and the dean for approval.

https://nau.edu/equity-and-access/faculty-search-guide/
https://nau.edu/equity-and-access/search-hiring-process/
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19. A copy of the questions must be submitted to Affirmative Action.

20. The screening committee conducts telephone interviews. The same process must be used for
all candidates called, whether conducted by the committee as a whole or by individual
members dividing up the pool. Interviews should proceed as follows:

 At least two members of the committee must participate in each interview.
 Use the same set of interview questions for each candidate.
 Any discrepancies/ambiguities in candidate materials or responses can be clarified.
 The committee may answer questions about the position, the university and the

community, but must decide beforehand, with the concurrence of the chair, what
information to provide.

 Notes related to telephone interviews must be retained as part of the search file record.

21. Obtain candidate’s permission to contact references and others who may know the candidate’s
work. The screening committee submits a list of potential candidates for on-campus interviews
and the rationale for the selections to the department chair for approval.

22. The department chair conducts telephone interviews with all candidates proposed for on- 
campus interviews in order to address questions regarding salary, workload, department
issues, etc.

23. Interviews with potential candidates may be conducted at professional conferences in lieu of
telephone interviews if conducted in accordance with the Conference Interview Rules for

Faculty Searches (refer to this webpagehttp://nau.edu/Affirmative-Action/Search--Hiring-
Process/ ). NOTE: The opportunity for conference interviews must be included in the Vacancy
Announcement (A-1).

C.9 Reference Checks

24. Reference checks must be conducted on all candidates the committee anticipates inviting for
on-campus interviews. The reference check process must be decided in advance of the calls
and should include the following:

 At least two references identified by candidate must be contacted.
 At least two committee members must be present for each reference check.
 Use a standard set of questions related to qualifications and preferences listed in position

advertisement.
 Questions such as “would you rehire this person” or “would you hire this person if

possible” should be asked. “If not, why not?”
 Discrepancies in information provided by references should be noted and clarified in

follow-up.

C.10 Campus Interviews

25. The department chair and screening committee develop a final list of candidates and
justification for selection for on campus interviews.

26. The department chair submits the final list and rationale for candidates recommended for on- 
campus interviews to the dean for approval with a copy to Affirmative Action.

http://nau.edu/Affirmative-Action/Search-Hiring-Process/
http://nau.edu/Affirmative-Action/Search--Hiring-Process/
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28. The dean approves the list of candidates for on-campus interviews.

29. The dean requests (in writing via email, memo, fax) approval from the provost/designee for
on-campus interviews. The rationale for selection and vitae for all candidates must be
included.

30. The provost/designee approves request for on-campus interviews.

31. The department chair and dean review travel costs and reimbursement process.

32. The committee chair prepares the on-campus itinerary for each candidate. The itineraries must
be consistent for all candidates and must include meetings with department faculty and
students as well as other appropriate university units and individuals.

33. The committee chair sends copies of the itinerary to each candidate.

34. The committee chair distributes itineraries and vitae to those interviewing the candidates.

35. Campus interviews are conducted.

C.11 Preparing Hiring Offer

36. Committee chair, department chair and dean meet to identify the top candidate and discuss
potential terms of the Notice of Appointment (contract).

37. The committee chair submits the Hiring Information Form (Form C), the committee’s
summary of candidates and the feedback from evaluations from faculty, students and others to
the department chair. Complete Form C as follows:

 List all candidates that were proposed to be interviewed for the position, including those
interviewed by telephone and those interviewed on campus.

 Clearly articulate on the basis of job-related criteria the rationale for selection of
candidates for both the telephone interviews and campus interviews.

 Clearly articulate on the basis of job-related criteria the rationale for selection of the final
candidate proposed for appointment to the position. NOTE: “Best fit for position” is an
insufficient explanation to support selection of candidates for on-going consideration or
for appointment to a position.

 A copy of Form C and separate documentation, if any, must be sent to Affirmative
Action.

38. The dean requests (in writing via email, memo, fax) the approval from the provost/designee to
negotiate the hire of a candidate.

Items to discuss with the provost/designee regarding the hire include:

 rationale for selection of final candidate over other candidates;
 salary;
 justification for prior credit (if being offered);
 justification for tenure (if being offered);
 special considerations (e.g., variation in funding source);
 modification of standard start date;
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 status of degree completion expectation (if ABD).

39. The provost/designee approves the request to negotiate the offer with the candidate.

40. The dean forwards a draft letter of offer to the provost/designee (email is preferred)
for approval. Letter of offer templates are available from the Dean’s office.

41. Following approval of the draft letter of offer:

 The final letter of offer with internal signatures is sent to the candidate and copied to the
provost. Include the background check authorization for candidate to complete and
return as instructed in the letter of offer. The form is available from the Human
Resources webpage  at:  hr.nau.edu/m/content/view/307/325/#B

 Request the candidate to have an official copy of their transcript (last degree only) mailed
to the department.

42. Upon return of the signed letter of offer and background authorization form, the department
chair submits the background check form to American Background Information Services, Inc.

43. An e-PAR is created and must include the following:
 Signed letter of offer.
 Candidate’s vitae.
 A copy of the candidate’s official transcripts for the last degree held (not for

partial work). An “official transcript” is one that has been delivered in a sealed
envelope from the issuing institution to a member of the screening
committee/designee as part of the application process.

 Copy of background check approval.

NOTE: If defense of dissertation is not completed by the date of hire, the faculty  member 

must be hired at a lower rank and salary until the dissertation is completed. At the time of 

completion, the department must obtain an official copy of the transcript and submit a 

copy of the transcript with an ePar to place the faculty member into the appropriate rank 

and salary.

44. Notify all remaining candidates/applicants that the position has been filled.

C.12 Record Retention
45. Materials from the search are filed for record retention purposes.

Departments must retain the following records for all applicants for a minimum of two and a half 
years at which time the materials must be shredded: 

 all correspondence related to candidates who applied for the position;
 resumes and other application material (received separately from the online

application system) for all candidates who applied for the position;
 telephone and on-campus interview questions and notes;
 all matrices (both individual committee member’s and the composite matrix) and forms (A,

A-1, A-2, , C, and advertisements).

C.13 NAU Forms

http://hr.nau.edu/m/content/view/307/325/#B
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All forms listed below are available from the Affirmative Action web site at 
http://home.nau.edu/diversity/hiring.asp 

Personnel Requisition (Form A) - used to provide general information on the position and 
wording for advertising. 

Recruitment Plan for Appointed and Faculty Positions (Form A-2) - provides a format for 
submitting information regarding the Screening committee, application materials, advertising, 
and outreach activities to ensure a diverse applicant pool. This form is a required attachment 
to Form A. 

Vacancy Announcement Request (Form A-1) - used for providing the position 
announcement description, minimum qualifications and other general information. This 
form is a required attachment to Form A. 

Appointed Staff and Faculty Hiring Information (Form C) - this form provides a list of all 
candidates that were proposed for interviews and the applicable status codes for applicant 
tracking. 

Background Check Form – this form is required to initiate a background check, which is 
required for all employees. 

Employment Background Investigation Authorization – this form is required to gain 
permission from the candidate for a background check to be conducted. 

C.14 Resources

Examples and templates referred to in this document: 

Letter of Offer – a sample letter of offer may be obtained by contacting the Dean’s Office. 

The NAU Office of Affirmative Action Faculty Search Guide \ http://nau.edu/Affirmative-
Action/Faculty-Search-Guide/ 

 
contains samples of the following: 

-Selection Matrices
-interview questions;
-reference check questions;
-faculty search correspondence;
-final notification letters/decline letters.

Affirmative Action Plan http://nau.edu/Affirmative-Action/Plan/ 

The NAU Office of Affirmative Action Faculty Diversity Guide http://nau.edu/diversity-nau/ 
contains ideas and contacts for recruiting a diverse faculty with links to websites and 
organizations organized by discipline. Also included are articles on the value of diversity and 
sample diversity statements. 

http://home.nau.edu/diversity/hiring.asp
http://nau.edu/Affirmative-Action/Plan/
http://nau.edu/diversity-nau/
http://nau.edu/Affirmative-Action/Faculty-Search-Guide/
http://nau.edu/Affirmative-Action/Faculty-Search-Guide/
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