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Op1.02-11 Recrui.ng Our Workforce:    
Guidelines for Hiring Faculty, Academic Administrators and 
Execu.ve, Administra.ve and Professional Staff 

1.0  INTRODUCTION 

These search guidelines have been developed by the University to help search commiSees and hiring units 
conduct searches that both maximize their ability to establish a robust and well qualified applicant pool, while 
complying with University guidelines and state and federal regula;ons.   

1.1  Defini.ons    

In describing the search process, the following terms are u;lized in the search guidelines:   

Department Approver – The Department Approver is usually the department head or director reques;ng to fill a 
vacant or new posi;on in their department/division/etc.  S/he also assures that the search process is conducted 
in accordance with University guidelines and procedures.   

Dean/Division Approver –   For faculty searches, the Department Approver forwards search materials to the 
Dean for review and approval.  Upon approval by the Dean, the search materials are then forwarded to the 
Execu;ve Approver.   

Execu.ve Approver – The Execu;ve Approver is the President, Provost, Vice President, Chief Financial Officer, or 
Chancellor.  S/he also assures that the search process is conducted in accordance with University guidelines and 
procedures  

Search Commi_ee – This is the candidate selec;on vehicle and includes the Search CommiSee Chair.  A search 
commiSee can either be a group of people or an individual.  The members of the commiSee ac;vely engage in 
recruitment, applicant screening and interviewing, and may make interview and/or hiring recommenda;ons to 
the Department Approver.   
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Search Commi_ee Chair – The Search CommiSee Chair is the liaison between the Department Approver and 
hiring unit and the search commiSee.  The Chair ensures that the search process follows University guidelines, 
maintains the official record of all commiSee ac;vi;es and serves as its official spokesperson. With respect to 
searches for faculty or academic department heads, the Search CommiSee Chair, when possible, shall not be an 
untenured faculty member. 

Employment Inquiry – LeSers received by any office at Missouri State University from an individual expressing 
interest in posi;ons that may be available. Employment inquiries are not considered to be applica;ons for 
specific vacancies. 

Applicant – An individual who has submiSed a formal applica;on for a vacant posi;on. 

Nominee – An individual who is nominated by someone other than him/herself for a specific vacancy.  If a 
person who is nominated refuses the nomina;on, he/she shall be called an “uninterested nominee” and shall be 
recorded as such. 

Candidate – An individual who is deemed to meet the requirements for a specific vacancy, either by applying or 
by accep;ng a nomina;on.   

Finalist –  Each candidate who in the final stages is seriously considered for an appointment or whose name is 
submiSed for final considera;on. 

1.2  The Requirement to Conduct a Search 

In accordance with Missouri State University’s equal opportunity obliga;ons, all benefit-eligible vacancies are 
subject to the full search requirements.  No dis;nc;on is made on the basis of the funding source.  Benefit-
eligible posi;ons that are grant-funded must be filled according to these guidelines.  The existence of external 
grant funding is not a jus;fica;on for devia;ng from these guidelines; however, if special considera;ons are 
indicated by the terms of the grant, the posi;on may qualify for an excep;on to the standard search process.   

Some form of search is almost always required.  Full searches, u;lizing ads in na;onal or regional newspapers 
and journals, are required for most posi;ons.  Limited searches may be restricted to the University campus or 
even the unit in which the posi;on resides.  Missouri State University’s search guidelines are specifically tailored 
to meet federal standards governing equal employment opportunity and affirma;ve ac;on.  Excep;ons to these 
guidelines are therefore strongly discouraged.   

The University encourages as broad-based a search as possible. For execu;ve, academic administra;ve and 
faculty searches, a na;onal search is required.  For the head of a major administra;ve or support unit, a na;onal 
search is strongly recommended; a regional search typically is required.  For other professional posi;ons, a 
regional search is typically required.  

1.3  Appointments that Do Not Require a Full Search 

The following posi;ons do not require a full search: 

• Temporary appointments. 
• Formal reclassifica;on of exis;ng posi;on. 
• Administra;ve posi;ons filled on a rota;ng basis. 
• Collateral duty appointments where employee retains exis;ng posi;on (i.e., assistant department head,    

program coordinator, etc.) 
• Visi;ng and adjunct faculty appointments for a maximum of one year (up to three years if funded by a 

grant), made with the understanding that posi;ons are subject to full searches should the terms be extended 
beyond the mandatory limit. 

• Student appointments (Interns, Teaching Assistants, Graduate Assistants, Students Workers, etc) 
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Please note:   While these posi;ons do not require a full search, hiring units are s;ll required to follow equal 
opportunity/affirma;ve ac;on rules and best search prac;ces in the recruitment and selec;on of these 
employees.   Hiring units must provide no;ce (either internally or externally, depending on the specific nature of 
the posi;on to be filled) of the vacancy.  This also helps to demonstrate transparency in the recruitment and 
selec;on processes and emphasizes that the University has an open and inclusive environment. Finally, the hiring 
unit must ensure that documenta;on of the process u;lized to fill these posi;ons is retained in the event there is 
a ques;on or legal challenge to their recruitment and/or selec;on.   

1.4  Training Requirements 

All Search CommiSee Chairs and Department Approvers are required to complete the search training conducted 
by the Office for Ins;tu;onal Equity and Compliance within twelve (12) months prior to the commencement of a 
search.   While it is not mandatory that all members of a search commiSee aSend the training, it is advisable to 
ensure that all members are aware of the search processes and the necessary requirements that must be 
followed for a legal and effec;ve search. 

1.5  Affirma.ve Ac.on and Equal Employment Opportunity   

Missouri State University is an Affirma;ve Ac;on/Equal Opportunity ins;tu;on.  As a federal contractor and 
employer, the University is obligated to follow laws that prohibit discrimina;on.   

Affirma;ve ac;on refers to efforts made to expand employment opportuni;es for women, members of 
historically underrepresented racial and ethnic groups, veterans and persons with disabili;es.   These efforts are 
made consistent with applicable law and regula;ons. 

Equal employment opportunity is the right of all persons to be judged on their ability and poten;al to perform 
the requirements of the job.  Because equal employment opportunity does not typically change exis;ng 
condi;ons, further ac;on is necessary.  This is where affirma;ve ac;on complements equal opportunity. 

Further informa;on regarding the University’s Affirma;ve Ac;on Program, equal opportunity, and compliance 
with federal and state laws can be obtained from the Office for Ins;tu;onal Equity and Compliance. 

1.6  Missouri State University Nondiscrimina.on Policy  G1.01-13 
Missouri State University is a community of people with respect for diversity. The University emphasizes the 
dignity and equality common to all persons and adheres to a strict nondiscrimina;on policy regarding the 
treatment of individual faculty, staff, and students. In accord with federal law and applicable Missouri statutes, 
the University does not discriminate on the basis of race, color, religion, sex, na;onal origin, ancestry, age, 
disability, or veteran status in employment or in any program or ac;vity offered or sponsored by the 
University. In addi;on, the University does not discriminate on any basis (including, but not limited to, poli;cal 
affilia;on and sexual orienta;on) not related to the applicable educa;onal requirements for students or the 
applicable job requirements for employees.  

This policy shall not be interpreted in a manner as to violate the legal rights of religious organiza;ons or military 
organiza;ons associated with the Armed Forces of the United States of America.  

The University maintains a grievance procedure incorpora;ng due process available to any person who believes 
he or she has been discriminated against. Missouri State University is an Equal Opportunity/Affirma;ve Ac;on 
employer. Inquiries concerning the grievance procedure, Affirma;ve Ac;on Plan, or compliance with federal and 
state laws and guidelines should be addressed to Equal Opportunity Officer, Park Central Office Building Ste. 111, 
901 South Na;onal Avenue, Springfield, Missouri 65897, (417) 836-4252.  
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1.7  Confiden.ality  

Confiden;ality is vital in recruitment and retaining strong candidates and preserving the integrity of the search.  
People who are successful in their current posi;ons and not seeking to change jobs are unlikely to let themselves 
be recruited without the protec;on of confiden;ality un;l they become finalists. 

All persons involved in a search (i.e., search commiSee members, hiring unit administra;ve staff, Department 
Approver, Execu;ve Approver, etc.) are responsible for maintaining the confiden;ality of the search process.  
Informa;on obtained regarding an applicant must remain confiden;al throughout the process and thereamer.  
Under no circumstances should any person give informa;on to any applicant about other applicants.   

No search commiSee member or member of the hiring unit may contact an applicant individually, or discuss the 
qualifica;ons of an applicant outside of the search commiSee, or call references without the approval of the 
Search CommiSee Chair.  Furthermore, the status of an applica;on should not be discussed, even with the 
applicant, without approval from the Search CommiSee Chair.   

Search commiSee members may not serve as references for applicants in the pool for which they have assumed 
search commiSee responsibili;es.   

For faculty searches, amer screening by the search commiSee has begun, all ranked faculty members in the hiring 
unit may review and evaluate applicant files and provide input to the search commiSee; however, non-search 
commiSee members must not engage in further screening ac;vi;es.  Faculty members who review applicant 
files assume the same responsibility as search commiSee members of maintaining confiden;ality of informa;on 
contained within the files.   

For academic administrator searches, only the search commiSee and the administrators in the supervisory chain 
will review applicant files.  The search commiSee shall make leSers of applica;on and vitas of candidates 
selected for on-campus interviews available to faculty members in the hiring department, and may also make 
them available to other members of the campus community as appropriate.    

1.8  Accountability 

Hiring units are accountable for making good hiring decisions and in recrui;ng and retaining outstanding faculty 
and staff who not only excel in their fields, but who promote mul;cultural understanding through their teaching 
and leadership and who themselves are representa;ve of the diverse popula;on of our na;on.    

Communica;on is important in keeping all administra;ve levels accountable.  Search CommiSee Chairs should 
keep Department Approvers informed during the search process. Department Approvers should keep the Dean/
Division Approver informed as to the progress of the search so that they may, in turn, keep the Execu;ve 
Approver informed.    

It is appropriate for the Provost and/or Dean/Division Approver to meet with the search commiSee during the 
search process to give the search commiSee its charge. The Provost and/or Dean/Division Approver should not, 
however, otherwise par;cipate in or aSend mee;ngs of the search commiSee, as the presence of the Provost 
and/or Dean/Division Approver during search commiSee mee;ngs may unduly influence or hinder the search 
commiSee’s objec;vity and independence in discharging its search obliga;ons. 

Approvals occur at various stages of the search process.  A summary of the search process is available online.  

2.0  INITIATING THE SEARCH PROCESS – THE SEARCH COMMITTEE 

No commiSee on campus has a greater ability to make profound and substan;ve changes in a hiring unit than 
that of the search commiSee.  Every member of the search commiSee should thoroughly understand the 
IEC10122010 

http://www.missouristate.edu/equity/81265.htm


M i s s o u r i  S t a t e  U n i v e r s i t y  S e a r c h  G u i d e l i n e s  |  8

requirements of the posi;on to be filled, the needs of the department, University policies regarding equal 
employment opportunity/affirma;ve ac;on, and the mission of the University, department and/or college. The 
search commiSee has an excellent opportunity to enhance the reputa;on and image of the University through 
its ac;ons. Always bear in mind that while a search commiSee is evalua;ng a candidate, the candidate is also 
evalua;ng the search commiSee, the department it represents and, ul;mately, the University.   

2.1  Commi_ee Ac.vity before the Search Begins 

The search commiSee, and/or a larger group in the hiring unit, should engage in a rela;vely extended review of 
the wider disciplinary context, as well as the department’s own history of searching and hiring, before beginning 
a new search. The department is more likely to be able to achieve a different outcome from past outcomes if it 
has some understanding of factors that may have played a role in limi;ng past success in recrui;ng diverse 
candidates.   

2.2  Composi.on of the Search Commi_ee  

The composi;on of the search commiSee and its charge are factors likely to have consequences for the outcome 
of the search.  It is important that issues of composi;on and charge be addressed deliberately and early.   

• Search commiSees should include members with a variety of perspec;ves and sensi;vity to equity and 
diversity issues. With respect to searches for faculty or academic department heads, if possible, a 
majority of search commiSee members shall be comprised of faculty members from the academic 
department in which the new hire will serve. 

• Each member should have adequate ;me to devote to search commiSee du;es. 

• Membership may include faculty, staff, and students, as well as alumni or other outside cons;tuents.    
• When possible, search commiSees should include women and persons who are racially and/or ethnically 

diverse; however, these individuals tend to be asked frequently to serve on an array of commiSees so it 
may not always be feasible.  There is no objec;on to including diverse members from other departments 
or administra;ve units or enlis;ng their help in the search process. 

2.3  Responsibili.es of the Search Commi_ee Chair  

• Ensure that the search commiSee charge is understood and implemented.  

• Ensure that search guidelines are followed. 

• Ensure compliance with equal opportunity, affirma;ve ac;on, and diversity requirements. 

• Serve as a liaison between the commiSee and the hiring department.  

• Facilitate all commiSee mee;ngs.  

• Coordinate administra;ve support.  

• Ensure that appropriate search records/documenta;on and mee;ng minutes are maintained.  

• Perform all regular du;es of a search commiSee member.  

• Perform other du;es as requested by the Department Approver.  

2.4  Responsibili.es of Search Commi_ee Members 

• Understand the University’s strategic plan, as well as applicable equal opportunity/affirma;ve ac;on and 
diversity goals.  

• Understand that diversity and excellence are fully compa;ble goals and can and should be pursued 
simultaneously. 
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• Adhere to the search guidelines and ensure compliance with equal opportunity, affirma;ve ac;on, and 
diversity requirements. 

• Evaluate applicants fairly based on the qualifica;ons adver;sed in the posi;on announcement.  

• Create an open and welcoming environment and establish posi;ve rapport with candidates during the 
interview. 

• ASend all scheduled commiSee mee;ngs and ac;vely par;cipate in the search process. 

• Maintain confiden;ality about search commiSee proceedings. 

• Perform other du;es as assigned by the Search CommiSee Chair.  

3.0  DEVELOPING A RECRUITMENT AND OUTREACH PLAN 

Developing the recruitment and outreach plan is one of the most vital aspects of the search process.  Including a 
broad spectrum of strategies in the plan will yield a more diverse pool of qualified applicants.  Adver;sing the 
posi;on is much more than simply sending out a posi;on announcement.  Search commiSees and hiring units 
should research a wide range of possible recruitment strategies and then develop an adver;sing plan and a 
carefully worded posi;on announcement. 

3.1  Requirements 

Search commiSees and hiring units are required to develop a recruitment plan for each search which includes 
substan;al outreach aimed at both tradi;onal candidates as well as those candidates from underrepresented 
racial and ethnic groups.  All reasonably possible outreach efforts must be undertaken including both general, 
broad-based outreach, as well as targeted outreach.  Each recruitment plan must also include a process for 
ar;cula;ng qualifica;on requirements that capture necessary intellectual and scholarship standards, while not 
imposing unnecessarily restric;ve requirements and preserving the flexibility to consider less tradi;onal 
backgrounds without compromising quality. 

The recruitment plan for a search must be approved by the Department Approver, Execu;ve Approver, and the 
Office for Ins;tu;onal Equity and Compliance prior to the announcement of a vacancy. 

3.2  Defining the Posi.on 

Prior to beginning a search, the Department Approver, search commiSee, and/or a larger group in the 
department, should engage in a rela;vely extensive review of the posi;on requirements and job descrip;on.  
The posi;on should be defined in the widest possible terms consistent with the needs of the hiring unit, division 
and University.  Aim for consensus on specific special;es or requirements, while planning to cast the hiring net as 
broadly as possible. Make sure that the posi;on descrip;on does not needlessly limit the pool of applicants. 
Some posi;on descrip;ons may exclude women or ethnically and/or racially diverse candidates by focusing too 
narrowly on subfields in which few specialize. 

Search commiSees should consider as important selec;on criteria for all candidates (regardless of their own 
demographic characteris;cs), the ability of the candidate both to add intellectual diversity to the department, 
and to work successfully with diverse students and colleagues.  Search commiSees also need to establish 
selec;on criteria and procedures for screening, interviewing candidates and keeping records before adver;sing 
the posi;on.  It is also important that the hiring criteria are directly related to the requirements of the posi;on, 
clearly understood, and accepted by members of the search commiSee. 

3.3  Reviewing the Job Descrip.on and Preparing the Posi.on Announcement  

To ensure equal opportunity, the hiring unit and search commiSee are required to adhere to the announced 
posi;on descrip;on.  Care must be taken to make the announcement flexible enough to cover con;ngencies that 
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may arise and broad enough to describe all viable poten;al applicants.  Once a posi;on is adver;sed, the 
applica;ons must be screened according to the published qualifica;ons. 

• The posi;on requirements should not be too vague – quan;fy and specify as much as possible: 
  

“teaching experience is required.” 

…might be beSer wriSen as… 

“At least two years graduate level teaching experience is required.” 

• The job descrip;on/posi;on announcement may include two levels of qualifica;ons, those which are 
required (the minimum qualifica;ons) and those which are preferred. 

 Minimum Qualifica.ons Statements.  These typically include “must” or “required:” 

“Experience working with diverse popula;ons is required.” 

 Preferred Qualifica.on Statements.  Typically includes “should” or “preferred.” 

“Experience working with diverse popula;ons is preferred.” 

• If the search commiSee cannot fully understand the posi;on from the job descrip;on/posi;on 
announcement, assume that applicants will have the same problem.  In this case, the search commiSee 
should request clarifica;on or revisions from the Department Approver.   

The job pos.ng must include the following informa.on: 

Posi.on .tle/area of specializa.on - This is the ;tle of the posi;on.  For administra;ve posi;ons, this must be 
the same ;tle that is listed on the job descrip;on. 

Qualifica.ons and selec.on criteria – Adver;sed qualifica;ons must be consistent with the qualifica;ons 
outlined in the job descrip;on or posi;on announcement.  Minimum qualifica;ons must be clearly stated.  To 
obtain the largest possible pool of applicants, iden;fy only the minimum required qualifica;ons.  Desired 
qualifica;ons that are not actual requirements should be specified as “preferred” qualifica;ons.      

Compensa.on - A salary range may be published if there is a compelling reason to do so (for example, if 
publishing the salary range may aSract applicants in a difficult-to-fill posi;on).   

Applica.on procedure and required materials - The Posi;on Announcement should clearly indicate how to 
apply for the posi;on.  All applicants for academic administra;ve, faculty, execu;ve, administra;ve and 
professional posi;ons are required to complete a Missouri State University Applica2on for Employment, submit a 
curriculum vitae/resume, and provide the names and contact informa;on for 3-5 professional references.   

Applica.on deadline – Searches may have either a specific closing date or a date of first considera;on.  
Flexibility is built into the process by the use of phrases such as:  “Review of applica;ons will begin [date] and 
con;nue un;l finalists are iden;fied.”  This allows the commiSee to begin reviewing when there are a suitable 
number of candidates, but also allows latecomers to apply.  In most cases, the stated date of first considera;on 
of applicants will be at least 30 calendar days from the date the posi;on is first adver;sed. 

EEO statement – An EO statement is mandatory on all announcements and publica;ons.  See the Office for 
Ins2tu2onal Equity and Compliance Publica2on Policy for informa;on about the required wording.    
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4.0  ADVERTISING 

A robust applicant pool is the most useful tool for recrui;ng highly qualified candidates who can further the 
University’s educa;onal mission and goals.  It also helps ensure that hiring units are recrui;ng diverse 
candidates, including candidates who are women and/or from underrepresented ethnic or racial groups, who 
can fulfill the University commitment to diversity.  To achieve a diverse applicant pool, search commiSees and 
hiring units must be commiSed to ‘diversity through ac2on’, a proac;ve approach to developing a diverse 
applicant pool.  The search commiSee and hiring unit should not wait for applicants to come to them.  Instead, 
the search commiSee should seek out the best journals, newspapers, associa;ons and other networks in which 
to recruit.  Keep seeking un;l the search is complete. 

4.1  Addi.onal Recruitment and Outreach Recommenda.ons for Search Commi_ees  

Encourage faculty and staff who will be aSending professional conferences or who will be delivering papers at 
other universi;es to combine their visits with recruitment efforts for present and future posi;ons. They should 
be encouraged to solicit curricula vitae from promising applicants. 

Make contact with diverse professionals and scholars who have received professional recogni;on or whose 
work or contribu;ons you admire and encourage them to apply, as well as to ask for the names of other 
promising candidates who the University could contact about the posi;on. 

Establish a working rela.onship with departments and units at ins;tu;ons with substan;al numbers of diverse 
scholars and students. This will allow a host of mutually beneficial ac;vi;es to be undertaken, such as a sharing 
of research facili;es and exchanges of faculty and staff. Teaching for a semester, delivering a paper, or simply 
making an informal visit will allow Missouri State University faculty to discuss job openings with the staff and 
students at these ins;tu;ons. 

Keep na.onal higher educa.on associa.ons informed of present and possible future posi;ons.  Several such 
associa;ons contain special interest groups that include diverse poten;al candidates. 

Maintain ongoing contact with professional organiza;ons, associa;ons, and agencies that have job referral 
services. 

Maintain close contact with diverse graduates of Missouri State University. 

Contact diverse professionals and scholars who have received significant grants or professional recogni;on, and 
ask for the names of other promising professionals and scholars who they might recommend. 

Invite diverse scholars from other ins;tu;ons to par;cipate in department-sponsored symposia and visi;ng 
professorships. A one-year visi;ng professorship to replace a faculty member who is on leave will not only help a 
department in mee;ng its instruc;onal responsibili;es but will also strengthen the link between the department 
at Missouri State University and a similar department at another ins;tu;on. 

Request nomina.ons.  When reques;ng that a person or organiza;on nominate poten;al candidates, it is 
important to always stress the University’s commitment to inclusivity and the special efforts it has undertaken to 
that end. 

4.2  Networking 
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Making direct contact with professional departments in the field, professional organiza;ons, and colleagues is an 
extremely effec;ve method of expanding the search. In fact, the informal, word-of-mouth approach to 
recruitment is one of the most successful prac;ces for iden;fying qualified candidates.   

4.3  Personal Contacts 

It is highly recommended that the hiring unit and search commiSee make direct contact with professional 
colleagues in the field no;fying them of the department’s open posi;on and reques;ng names of poten;al 
qualified candidates.  Many outstanding candidates are not necessarily looking for new posi;ons and do not 
apply for adver;sed posi;ons.   A Department Approver or search commiSee member has to personally ask 
them to apply.  This indicates that the University recognizes and values that person’s professional contribu;ons.  
It is important to always stress the University’s commitment to diversity and the special efforts it has undertaken 
to that end.   

Some successful personal contact strategies include: 

• A personal phone call or e-mail from a colleague or commiSee member; 
• A personalized leSer from the director, department head, or search commiSee chair, or; 
• A colleague mee;ng the candidate(s) at a professional mee;ng. 

4.4  Addi.onal Recruitment and Outreach Recommenda.ons for Search Commi_ees  

Encourage faculty and staff who will be aSending professional conferences or who will be delivering papers at 
other universi;es to combine their visits with recruitment efforts for present and future posi;ons. They should 
be encouraged to solicit curricula vitae from promising applicants. 

Make contact with diverse professionals and scholars who have received professional recogni;on or whose 
work or contribu;ons you admire and encourage them to apply, as well as to ask for the names of other 
promising candidates who the University could contact about the posi;on. 

Establish a working rela.onship with departments and units at ins;tu;ons with substan;al numbers of women 
and ethnically or racially diverse scholars and students. This will allow a host of mutually beneficial ac;vi;es to 
be undertaken, such as a sharing of research facili;es and exchanges of faculty and staff. Teaching for a semester, 
delivering a paper, or simply making an informal visit will allow Missouri State University faculty to discuss job 
openings with the staff and students at these ins;tu;ons. 

Request the names of poten.al candidates from relevant professional or academic associa.ons and 
organiza.ons with caucuses and special interest groups focused on diversity issues.   

Keep na.onal higher educa.on associa.ons informed of present and possible future posi;ons.  Several such 
associa;ons contain special interest groups (e.g., the American Educa;onal Research Associa;on has Hispanic 
and Black caucuses). 

Maintain ongoing contact with professional organiza;ons, associa;ons, and agencies that have job referral 
services. 

Maintain close contact with diverse graduates of Missouri State University. 

Contact women and ethnically and/or racially diverse professionals and scholars who have received significant 
grants or professional recogni;on, and ask for the names of other promising professionals and scholars who they 
might recommend. 

Invite diverse scholars from other ins;tu;ons to par;cipate in department-sponsored symposia and visi;ng 
professorships. A one-year visi;ng professorship to replace a faculty member who is on leave will not only help a 
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department in mee;ng its instruc;onal responsibili;es but will also strengthen the link between the department 
at Missouri State University and a similar department at another ins;tu;on. 

Request nomina.ons.  When reques;ng that a person or organiza;on nominate poten;al candidates, it is 
important to always stress the University’s commitment to diversity and the special efforts it has undertaken to 
that end.   

4.5  How to Avoid Having Ac.ve Recruitment Efforts Backfire 

Diverse candidates wish to be evaluated on the basis of their professional experience and scholarly creden;als.  
They will not appreciate subtle or overt indica;ons that they are being valued on other characteris;cs, such as 
their gender or race.  It is important that contacts with diverse candidates focus on their professional experience, 
scholarship, qualifica;ons, and poten;al role in the hiring unit, division, and at the University. 

5.0  SCREENING APPLICANTS 

The screening process begins amer the published deadline/date of first considera;on with an analysis of 
applica;on materials submiSed by applicants in response to the announcement of an open posi;on. The search 
commiSee is responsible for selec;ng the candidates for interview who meet all minimum requirements and are 
most qualified to fill the vacancy based on the stated requisite and desirable qualifica;ons.  

Hiring units and search commiSees must uniformly apply the evalua;on process to all applicants. For criteria 
that are deemed to be essen;al components of the job, it is difficult, if not impossible, to explain why a certain 
criterion is necessary for successful job performance if there is a lack of consistency regarding that component 
within the hiring process.  For example, if a search is challenged by a par;cular applicant, how can the hiring unit 
and Search commiSee prove that the applicant was not qualified for the posi;on if his/her experience was not 
evaluated in the same manner as other applicants?   

5.1  Diversity Outreach Requirements 

Search commiSees are required to have the relevant Department Approver and Execu;ve Approver cer;fy the 
adequacy of diversity outreach efforts before the applica;on process is closed and a list of candidates to be 
interviewed is completed.  If all reasonably possible outreach has not been undertaken and the pool of 
applicants is not broadly diverse, including applicants who are ethnically and/or racially diverse, then the search 
commiSee will be required to con;nue outreach before the applicant pool is closed and the poten;al candidate 
pool is complete.   

5.2  Internal Applicants 

In external searches in which there is an internal applicant(s) (whether internal to the hiring unit or to the 
University), applicant files must not be made accessible to that person(s).  The internal applicant(s) will not 
aSend any ac;vity, presenta;on, or interview for any other applicant.  In no instance should the internal 
candidate vote or decide who is to be interviewed or offered the posi;on.  If tenure delibera;ons are an element 
of the hiring decision, an internal candidate(s) waives his or her right to par;cipate in those delibera;ons 
regarding other candidates. 

5.3  Nominated Applicants 

No individual is an applicant un;l he or she has contacted the University by leSer, or electronically, and 
submiSed all of the required documents. Only bona-fide applicants who submiSed a leSer of interest, resume/ 
curriculum vitae, employment applica;on, and provided references, may be evaluated by the search commiSee. 

5.4  Screening Resumes/Curricula Vitae  
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Prior to reviewing resumes or curricula vitae, search commiSees shall determine the criteria they will use to 
screen applicants based on the qualifica;ons specified in the posi;on announcement. Sample screening tools 
are available online.    

The following ;ps help ensure a fair screening process:  

• Assign several commiSee members to screen applica;on materials.  

• Create a well-documented screening process in which each applicant’s qualifica;ons are compared with 
the qualifica;ons specified in the posi;on announcement. 

• A screening matrix which charts each applicant’s qualifica;ons vis-à-vis the requisite and desired 
qualifica;ons allows the search commiSee to compare each applicant’s qualifica;ons at a glance.   

• Telephone interviews may be used as a screening tool to determine or clarify whether applicants meet 
the requisite and desirable qualifica;ons.  

5.5  Crea.ng the Evalua.on Form 

Although evalua;on procedures vary, the search commiSee shall develop an evalua;on form based on job-
related criteria.   Job relevance should be broadly defined.   In the evalua;on of applicants, the search commiSee 
shall u;lize only informa;on that is relevant to performance in all aspects of the posi;on.  Sample evalua;on 
forms are available online.    

WriSen comments reflec;ng the judgment of the search commiSee should be made for each applicant; 
however, it is not necessary that each commiSee member individually rate each applicant.  Most commiSees 
work best in a consensus environment in which commiSee members review and make ini;al rankings.  These 
ini;al rankings are then discussed in commiSee mee;ng and consensus decisions are documented in the search 
summary report. 
  

• The form should have both qualita;ve and quan;ta;ve informa;on. 
• For quan;ta;ve informa;on consider ranges (i.e. low, average, high; 1-10; etc.) 
• Include a measurement for every requirement, including preferred qualifica;ons. 
• U;lize objec;ve measurements whenever possible. 
• If using subjec;ve measurements, provide a mechanism for explaining what is meant (i.e. 

communica;on skills – cover leSer easy to follow and no gramma;cal errors; cover leSer poorly wriSen 
and spelling errors, etc.). 

• Include a place for addi;onal comments. 
• All evalua;on forms must iden;fy the name of the evaluator and become part of the official search 

record. 

Note:  No individual who reviews applicant materials should make any notes/nota2ons directly on the applica2on 
materials of any applicant.   

5.6  Best Prac.ces to Enhance Equal Employment Opportunity, Affirma.ve Ac.on, and Diversity 

Evalua;ng applicants is the part of the recruitment process where poten;al, omen uninten;onal, bias and 
discrimina;on may be more likely to occur.  It is important that search commiSees and hiring units take a 
methodological approach when evalua;ng applicants.  It is also important for each member of the search 
commiSee to be knowledgeable about personal biases that might influence percep;ons about applicants.  Some 
best prac;ces include: 

• Get consensus on the mul;ple criteria that will be used to choose candidates for interviews.  No;ce that 
different criteria may produce different top candidates.  Be sure to consider all criteria that are per;nent 
to the department’s goals (e.g. experience working with diverse students might be one).  In addi;on, 
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discuss the rela;ve weigh;ng of the different criteria, and the likelihood that no or few candidates will 
rate high on all of them. 

• Assess ways the applicants will bring rich experiences and diverse backgrounds to the University 
community. 

• Screen applicants to be inclusive rather than for the sole purpose of narrowing the applicant pool. 

• Refrain from assessing applicant qualifica;ons based on a single standard.  Consider crea;ng separate 
short lists ranking applicants on different criteria. Examples might include but are not limited to teaching, 
research poten;al, collabora;ve poten;al, mentoring capacity.  Develop the final shortlist by taking the 
top candidates across different criteria. 

• Evaluate applicants on poten;al, not just experience already performing the du;es of the job.  

• Examine each applicant’s accomplishments, his or her poten;al for growth, the diversity or perspec;ve 
that s/he will bring, and any unique contribu;on s/he could make to the hiring unit, division, and 
University. Nontradi;onal career paSerns should not exclude or inhibit otherwise qualified candidates 
from being considered.    

5.7  Pre-Employment Inquiries 

What ques;ons may and may not be asked during an interview or at any other pre-employment stage of the 
search process? A list of examples of appropriate and inappropriate ques;ons is available online.    

While it is an employer’s right to establish job-related requirements and to seek the most qualified applicant for 
a job, inquiries about race, sex, disability, religion, etc. usually are not relevant to an applicant’s qualifica;ons 
and are not legi;mate.  Only those inquiries necessary to determine an applicant’s qualifica;ons and eligibility 
for employment, that is, job-related inquiries, should be made during job interviews. 

Any pre-employment inquiries which express any limita;on, specifica;on or preference due to race, color, 
religion, na;onal origin, sex, ancestry, disability or age violate both Missouri State University policy and the 
Missouri Human Rights Act unless they are based upon a bona fide occupa;onal qualifica;on. 

Informa;on obtained through applica;on forms and interviews is presumed to be used by employers in making 
hiring and work assignment decisions.  For this reason, only those inquiries necessary to determine the 
applicant’s qualifica;ons and eligibility for employment shall be made. 

5.8  Affirma.ve Ac.on Applicant Informa.on Form 

As required by federal regula;ons, Missouri State University requests informa;on from job applicants to monitor 
and report on equal employment opportunity and Affirma;ve Ac;on programs. The Office for Ins;tu;onal 
Equity and Compliance accommodates this policy with the Affirma2ve Ac2on Applicant Informa2on Form.  The 
ques;onnaire is built into the online Applica;on for Employment and submission of this informa;on is voluntary. 
The informa;on provided is kept confiden;al and may only be used in accordance with the provisions of the 
applicable laws, execu;ve orders, and regula;ons, including those that require the informa;on to be 
summarized and reported to the federal government for civil rights enforcement. 

5.9  Use of the Internet and Social Media in the Screening and Selec.on of University Employees  

Conduc;ng Internet research on applicants for employment by entering their names in search engines such as 
Google or Bing can result in the discovery of informa;on about applicants not otherwise available to a search 
commiSee; however, much of what would be found would be unverifiable, anonymous, or untrue.  That is 
par;cularly true of informa;on that would be found on blogs, social networks, and websites such as Facebook, 
Fickr, TwiSer, Second Life, and YouTube.  Moreover, some of the informa;on would be protected under the 
University’s nondiscrimina;on policy, such as race, age, disability, religious preference, and poli;cal affilia;on.  
Finally, some of the informa;on would not accurately predict how well an applicant would perform in the job.  
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As a result, the University has adopted the following internet search rules for search commiSees and hiring 
administrators: 

 1. No Internet search of any applicant shall be performed un;l amer applicants have been selected for 
telephone interviews. 

 2. No reference to anything found through an Internet search shall be made in a search commiSee 
mee;ng unless it is verifiable and job-related. 

 3. Protected informa;on shall never be referenced in any search commiSee mee;ng or considered by a 
hiring administrator. 

 4. An applicant shall be allowed to respond to any informa;on found on an Internet search that will be 
considered by the search commiSee or hiring administrator. 

 5. If Internet searches are to be done of any finalist for a posi;on, they shall be performed on all 
finalists.  Internet search results shall be retained in the search commiSee file. 

 6. Search commiSees or hiring administrators shall never use fake iden;;es to gain access to 
informa;on on social networks. 

This policy does not prohibit verifying an applicant’s current employment by accessing an official website of the 
applicant’s employer, or verifying an applicant’s listed publica;ons by directly checking websites which list 
publica;ons. 

Failure to follow these search rules may result in closure of a search, removal of a search commiSee member 
who failed to follow the search rules, or other ac;on necessary to correct the situa;on. 

6.0  REFERENCES  

Reference checks can be conducted pre- or post-interview at the discre;on of the hiring unit.    Reference calls 
are required prior to extending an offer of employment.  Department Approvers and/or Execu;ve Approvers may 
determine when in the search process such calls must be completed and, in the event a reference cannot be 
reached, if adequate background informa;on is known about a candidate to extend an offer.  This flexibility is 
provided so that the search process is not delayed in the event a reference cannot be contacted.  In most cases 
reference calls are made amer the individual has been scheduled for an interview and before the nego;a;on of 
an offer, but the exact ;ming may vary.   

The search commiSee is not obligated to contact every reference the candidate submits. Hiring units shall not 
ask for more references than they are willing to contact.  

The University Applica2on for Employment grants permission to conduct reference calls as part of the screening 
process; however, as a courtesy, the Department Approver and/or search commiSee shall contact the candidate 
prior to making reference calls.  This is also an excellent strategy to let the candidate know they are s;ll being 
seriously considered for the posi;on.  Candidates shall be asked if there is anyone they do not wish to be 
contacted at the present ;me.  The Department Approver and search commiSee shall not contact any party who 
was iden;fied unless that candidate becomes a finalist under considera;on for hire.  In that case, another call 
shall be made to the candidate, informing them that they are a finalist and previously excluded references will 
now be contacted.  If the candidate con;nues to refuse permission to contact certain references, the 
Department Approver and search commiSee shall respect the candidate’s request, but may wish to reconsider 
the candidate’s status as a finalist or recommenda;on for hire.     

6.1  General Guidelines Regarding Reference Calls 

Informa;on from references shall be solicited in good faith, in an unbiased manner, given appropriate (not sole) 
weight, and not used as a pretext for discrimina;on.  Ques;ons shall focus on the candidate’s job-related 
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experience, qualifica;ons, and accomplishments.  Search commiSees shall ask the same basic ques;ons about 
each candidate so that all candidates can be evaluated fairly. WriSen notes shall be taken by the individual 
interviewing the reference and shall be retained in the search files.  No “off the record” informa;on may be 
solicited.  

For posi;ons for which diversity leadership skills are a requirement (see Sec;on 7.4) – the candidate's 
professional references should include people well-situated to evaluate past performance or future poten;al in 
this area. Such references might include heads of diversity programs with whom the candidate worked, 
department chairs, heads of commissions and councils, directors of women's and ethnic studies departments, or 
directors of mul;cultural student services programs.  

6.2  Off-the-List Reference Calls 

It is presumed that a candidate will list references who would recommend them for the job; therefore, it is 
recommended that the Department Approver and/or the search commiSee contact at least one “off-the-list” 
professional reference to obtain job-related background informa;on prior to extending an offer of employment.  
For professional staff, academic administra;ve and faculty searches, a minimum of one (1) off-the-list reference 
call is required.   

Frequently, the ques;on arises as to how to iden;fy an “off-the-list” reference.  Some recommenda;ons include: 

• In most cases, “off the list” references will include current and past supervisors, disserta;on advisor, etc.   
• In speaking with the references provided by the candidate, ask if there is anyone else with whom to 

discuss the candidate’s background and qualifica;ons.   
• A candidate may have been involved with a significant “off campus” project – perhaps they were working 

with industry as part of their research – the community contacts may be appropriate “off the list” 
references. 

• A candidate may have been involved with a significant “on campus” project – perhaps they were chair of 
faculty senate or headed a Presiden;al CommiSee, for example – persons affiliated with these ac;vi;es 
may be viable “off the list” contacts. 

6.3  Checklist for Le_ers of Reference (if required by the Hiring Unit) 

It is important to read reference leSers carefully, as it omen happens that a reference will contain what ini;ally 
appears to be a glowing recommenda;on. For instance, the former or current du;es of the candidate may be 
described, but no qualita;ve assessments of how those du;es were performed may be provided.  Some 
elements to consider when reviewing leSers of reference include: 

• Does the reference state their rela;onship to the applicant? 
• Is specific knowledge of the applicant’s subject maSer background men;oned? 
• Is the quality of research and publica;ons men;oned? 
• Are applicant’s du;es in current posi;on noted?  Does the reference state how well the applicant 

performs his/her du;es? 
• Are interpersonal rela;onship abili;es noted? Are administra;ve skills men;oned? 
• Are specific instances of excellent performance documented? 
• Does any part of the leSer raise addi;onal ques;ons about the candidate’s skills, abili;es, knowledge, or 

judgment? 
• Are there nega;ve components that are echoed in other leSers of reference? 
• Are student-professor or superior-subordinate rela;ons men;oned? 

7.0  INTERVIEWS 
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The interview is an important opportunity for the hiring unit to communicate some key messages: 

• The hiring unit is seriously interested in the candidate’s scholarly creden;als and professional 
background; 

• Missouri State University is a good place to come because it is intellectually lively, and commiSed to 
diversity in the faculty, staff and student body; 

• The University is a good place to come because it has a variety of humane, family-friendly policies in 
place (i.e., dual-career assistance program, flex-;me, etc). 

How these messages are communicated can make a cri;cal difference in recrui;ng diverse employees to 
Missouri State University. 

7.1  Interview Approval Process 

Once applica;ons have been screened and a preliminary determina;on of candidates for interviews has been 
made, the search commiSee chair or administra;ve support person ini;ates the process reques;ng permission 
to conduct interviews.  The Department Approver, Dean/Division Approver, and Execu;ve Approver shall 
carefully review the applicant pool and the jus;fica;ons provided in support of the candidate rankings and 
interview recommenda;ons.  In addi;on, the Department Approver, Dean/Division Approver, and Execu;ve 
Approver shall evaluate the depth and breadth of the candidate pool, the diversity of the candidate pool, and 
any other job-related informa;on to determine whether interviews shall be approved.   

Interviews cannot be conducted (including telephone, in-person interviews at professional conferences, 
videoconference, or on-campus) un;l reviewed and approved by the Department Approver, Dean/Division 
Approver, Execu;ve Approver, and the Office for Ins;tu;onal Equity and Compliance. 

7.2  Inclusion Requirements 

The Office for Ins;tu;onal Equity and Compliance will review the poten;al candidate pool and 
interview recommenda;ons for every execu;ve, administra;ve, faculty, and professional staff search.  
The review will be conducted once in advance of any type of interview.  Search commiSees and hiring 
units must ini;ate a request to conduct interviews in advance of scheduling any type of interview 
(telephone/videoconference and/or on-campus interviews).   

For na;onal searches, if the pool of poten;al candidates presented for interviews (via telephone, 
videoconference or on-campus, as outlined above) is not broadly inclusive, the Office for Ins;tu;onal 
Equity and Compliance will not approve interviews. In such an event, the search commiSee and hiring 
unit are required to do addi;onal outreach to broaden the applicant pool and provide an opportunity 
to broaden the poten;al candidate pool. If addi;onal outreach is required, no candidate shall be 
removed from the interview list as a result of ac;ons taken by the Office of Ins;tu;onal Equity and 
Compliance. Upon comple;on of such addi;onal outreach efforts, the poten;al candidate pool must 
again be submiSed to the Office for Ins;tu;onal Equity and Compliance for review and approval. If at 
that ;me, the interview list is s;ll not inclusive, the Office of Ins;tu;onal Equity and Compliance will 
approve interviews if it determines that reasonable and ;mely efforts have been made to increase the 
inclusivity of the applicant pool and that further efforts would likely be fruitless. Interviews cannot be 
scheduled un;l approved by the Office for Ins;tu;onal Equity and Compliance. The final decision on 
hiring will be based solely on the applicant’s qualifica;ons and not on his/her personal characteris;cs 

7.3  Interviewing Candidates 

The interview process serves two primary purposes:  (1) to allow the search commiSee to assess candidates’ 
qualifica;ons for the posi;on; and (2) to allow candidates to assess their interest in employment at Missouri 
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State University. Candidates’ impressions of the University will be influenced by the considera;on, competence, 
and sincerity of each search commiSee member.    

An Interview Ques;onnaire Guide is available online.   

The following recommenda;ons help ensure a fair selec;on process:  

• Structure the interview to be as consistent as possible for all candidates. Use the same basic ques;ons, 
sexng, ;me allotment, and interviewers.   Please note that it is appropriate to use follow up ques;ons 
tailored to the candidate’s answers or their professional background. 

• Ensure the ques;ons are related to the requirements of the job and the candidate’s knowledge, skills, 
and abili;es to perform those func;ons.   

• Avoid theore;cal ques;ons such as “How would you go about influencing those you supervise and work 
with on the benefits of diversity?” A beSer ques;on would be “How have you influenced those you 
supervise and work with on the benefits of diversity?”  

• Assess whether the answers to the ques;ons, if used in making a selec;on, will have a disparate impact 
on applicants in protected classes and whether the ques;ons are essen;al to judge an applicant’s 
qualifica;ons for the posi;on.  

• Do not draw conclusions on candidates prematurely; instead, use the en;re interview as an opportunity 
to gather as much per;nent informa;on as possible.  

• Avoid making assump;ons based on perceived race, ethnic background, age, disability, veteran status, 
marital or familial status, sexual orienta;on, religion, or other personal characteris;cs.  

• Ask only for informa;on that can legally serve as a basis for the hiring decision.   

• When the search commiSee and/or Department Approver have concluded with their ques;ons, the 
candidate should be provided ;me to ask ques;ons.   To some extent, the quality of the candidate’s 
ques;ons may indicate how serious they are about the posi;on.  

• Since candidates are generally concerned about ;me frames, they should be informed of the an;cipated 
date by which they will next hear from the University regarding the search process. 

7.4  Assessing Inclusivity Leadership Skills in the Interview  

All poten;al employees are expected to have the ability to work with persons from different backgrounds in a 
collabora;ve and respecyul manner.  Poten;al supervisors are expected to be able to demonstrate leadership in 
inclusivity and the University’s Inclusivity Principles.  Search commiSees and hiring units can use the following 
methods to assess candidates’ inclusivity leadership skills, a required qualifica;on for execu;ve, administra;ve, 
faculty, and professional posi;ons. These sugges;ons are not designed to probe a candidate's personal beliefs; 
rather, they are offered to help the search commiSee ascertain effec;ve leadership and management style for an 
increasingly diverse workforce.      

Inquiries about inclusion, the University’s Inclusivity Principles, and commitment to the University’s public affairs 
mission need to be consciously incorporated throughout the interview and raised in varied contexts. Avoid 
compartmentalizing ques;ons about fairness, equity, and affirma;ve ac;on as if they were separate from issues 
regarding effec;ve management, leadership, and planning.  

Solicit quan;fiable informa;on about the candidates’ work in the areas of inclusion and commitment to the 
University’s Inclusivity Principles.  Ask about specific studies, policies, procedures, or programs they have 
ini;ated to further develop the campus or workplace as an inclusive environment. 

7.5  Telephone and Video Conference  Interviews 

The purpose of a telephone or video conference interview is to determine the candidate’s interest in the 
posi;on, to clarify, verify and/or confirm the candidate’s experience, and/or to determine whether the individual 
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should be brought to campus for a face-to-face interview.  Telephone or video conference interviews are an 
extremely helpful evalua;on tool during the selec;on process and serve as an efficient and  
cost-effec;ve way to screen candidates in advance of scheduling on-campus interviews.  It is strongly 
recommended that search commiSees conduct telephone or video conference interviews prior to invi;ng any 
candidates for on-campus interviews. 

Consistent with Sec;ons 5.4 and 5.5, the search commiSee shall develop an interview screening tool to use for each 
candidate.  All ques;ons asked and issues raised must be job-related and similar for all candidates.  Notes shall 
be taken during the telephone or video-conference interview so that a wriSen record of the conversa;on can be 
retained in the search file. 

7.6  On-Campus Interviews 

When scheduling on-campus interviews, it is important to ask each candidate if they have any accommoda;on 
needs during the on-campus visit.  For example, some candidates may need a non-smoking room or have specific 
dietary restric;ons. Although hiring commiSees may not ask ques;ons related to medical informa;on, this also 
provides ;me for a candidate to request disability accommoda;ons for the on-campus interview, if needed.  

All candidates should also be asked if there is anyone at the University or in the community with whom they 
would like to meet during the interview.  For example, candidates may have ques;ons regarding the availability 
of a community or resources iden;fied with a par;cular race, ethnicity, na;onality, religion, family status, 
disability, sexual orienta;on, gender iden;ty, or other characteris;c.  If a candidate states that he or she wishes 
to meet with relevant EEO cons;tuent group/s at the University or in the community, the search commiSee chair 
may provide ;me in the candidate’s interview schedule for said mee;ngs, provide contact informa;on, or 
otherwise be helpful in arranging the candidate’s mee;ngs. This should only occur upon the candidate’s request.    

Finally, if a candidate has not supplied a copy of his/her official transcript, the Department Approver should 
remind them of this requirement. 
   
The hiring unit sets the agenda for the on-campus interview.  [Note: In faculty searches, departments should 
schedule on-campus interviews with the Deputy Provost or Provost Designee for tenure-track faculty candidates. 
On-campus interviews should be scheduled with the Provost for Department Head, Director, Associate Dean and 
Dean candidates.] The agenda should be designed in such a way to provide the candidate with informa;on about 
the department, the University and the community.  The Office of Human Resources is available to meet with 
applicants regarding the Missouri State University benefits package.  Consider scheduling a University tour, a 
community tour, and any other ac;vity that will leave the candidate with a favorable impression of the University 
and community.  

As part of the interview process, candidates should meet with members of the department, the Department 
Approver, the Dean/Division Approver, the Execu;ve Approver, and other appropriate administrators and staff 
members. Candidates for a Department Head posi;on will meet with faculty members and staff of the academic 
department. To obtain the maximum benefit from these interviews, the hiring unit should circulate a copy of 
each candidates resume, a copy of the job descrip;on and a copy of the interview schedule.   

7.7  Interviewing Individuals with Disabili.es  

The Americans with Disabili;es Act (ADA) requires the University to provide reasonable accommoda;on to 
qualified individuals with disabili;es who are employees or applicants for employment, except when such 
accommoda;on would cause an undue hardship. The ADA also establishes rules about “disability-related 
inquiries,” which consist of a ques;on or series of ques;ons that is likely to solicit informa;on about a disability. 
The ADA prohibits all disability-related inquiries before an offer of employment, even if they are related to the 
job.  

Key points to remember when interviewing a candidate with a disability: 
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• Ensure that the interview loca;on is accessible to all people with disabili;es. 

• Do not assume that an applicant needs assistance.  

• Do not ask ques;ons regarding:  

o The nature of a disability  

o The severity of a disability  

o The condi;on causing a disability  

o Any prognosis or expecta;on regarding a disability  

o Whether or not the person will need treatment or special leave because of a disability 

• You may ask an applicant:  

o To describe or demonstrate an essen;al posi;on func;on(s) and whether they can perform the 
func;ons with or without accommoda;on.  

o If they are aware of any reason that she or he cannot perform the essen;al func;ons of the 
posi;on. 

More informa;on about the University’s disability accommoda;on policy and procedures is available online. 

8.0  HIRING 

The search commiSee is charged with providing a list of the finalists’ strengths and weaknesses to the 
Department Approver.  Evalua;ons from open forums and other search ac;vi;es should also be provided to the 
Department Approver.   In addi;on, if any ques;ons remain about a finalist, these should be documented for the 
Department Approver.   

Key considera;ons in making the hiring recommenda;on: 

• U;lize a team interviewing process to prevent errors and omissions in screening applicants.  

• Each search commiSee member should give his/her honest input on each candidate interviewed.  

• Think broadly rather than narrowly about the types of experiences and/or skills each candidate might 
bring to Missouri State University. 

• Avoid aSemp;ng to “clone” those already in the hiring unit. Doing so discourages diversity and prohibits 
the hiring unit from enjoying the many advantages that diversity and the varying perspec;ves can bring.  

• Acknowledge that candidates with diverse paths and experiences can make posi;ve contribu;ons that 
have previously been untapped by the hiring unit, division, or University.  

• Avoid falling vic;m to the “halo effect” that can occur when one posi;ve aspect of a candidate’s talents 
or skills is inappropriately transferred to other aspects of her/his qualifica;ons. The phenomena of racial, 
ethnic, and other forms of prejudice can be manifesta;ons of the halo effect – avoid stereotyping on any 
grounds.  

• Provide informa;on regarding the finalists’ strengths and weaknesses  to the Department Approver and 
Execu;ve Approver based on adver;sed posi;on requirements and substan;ve qualifica;ons, including 
diversity objec;ves.  

8.1  The Hiring Decision 

The search commiSee is not responsible for deciding which candidate is to be hired for a par;cular posi;on. 
Rather, the Department Approver, in consulta;on with the Dean/Division Approver or Execu;ve Approver, will 
select the finalist to be offered the posi;on based on the ability of the finalist to perform the job requirements as 
evidenced by the creden;als, interviews, references, job-related criteria, and diversity objec;ves of the 
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University.   When the Department Approver is ready to recommend a candidate for hire, the Department 
Approver or administra;ve support person submits a request to extend an offer of employment.    

This is the final documenta;on of the search process, indica;ng the recommended finalist and comparing all 
interviewed candidates. This documenta;on allows the hiring unit to briefly explain how the recommended 
candidate met the qualifica;ons for the posi;on and provide wriSen documenta;on for review and audi;ng 
purposes. The Department Approver must ensure that the hiring recommenda;on covers all interviewed 
candidates rela;ve to basic and desirable qualifica;ons, and any other criteria that dis;nguish the recommended 
candidate from other applicants, such as years of experience, references, publica;ons, record or honors 
received.   All explana;ons for the hiring decision must be factual and specific. If the proposed salary exceeds the 
proposed salary range, salary approval must be obtained from Human Resources prior to making the offer to the 
candidate. For faculty posi;ons, proposed salaries must be approved by the Dean and Provost. 

Before a posi;on is offered to a candidate, a request to extend an offer must be completed and approved by the 
Department Approver, Dean (for faculty searches), the Execu;ve Approver and the Office for Ins;tu;onal Equity 
and Compliance.   At any step in the approval line, the search commiSee chair and/or the hiring unit may be 
contacted for further informa;on on how the search commiSee came to their decisions. This could include 
reques;ng further informa;on on why certain candidates were not selected.  

8.2  Nego.a.ng the Offer 

The way an offer is nego;ated can have a huge impact not only on the immediate hiring outcome, but also on a 
new hire’s future career.  Candidates who feel that the Department Approver conducts nego;a;ons honestly and 
openly, and aim to create circumstances in which they will thrive, are typically more sa;sfied in their posi;ons 
and more likely to stay at Missouri State University than those who feel that a Department Approver has 
deliberately withheld informa;on, resources, or opportuni;es from them. With respect to the decision on 
gran;ng rank and tenure to academic administrators, it will be based on departmental guidelines (see Sec;on 
10.2).  Ini;al equity in both the nego;ated condi;ons and in the hiring unit’s follow-through on the 
commitments it makes are important factors in reten;on as well as recruitment. 

8.3  Criminal Background Checks 

It is the policy of Missouri State University that all new hires ("Applicant") will be subject to a criminal 
background check as a condi;on of appointment (student hourly posi;ons, per course faculty, part ;me and 
temporary employees are exempt except for "sensi;ve posi;ons" and some departmental per course faculty).  
Criminal background checks (including the sexual offender registry) shall be completed on finalists before an 
offer of employment is made.  Results of the background checks shall be provided to the Office of Human 
Resources (HR) and the responsible Vice-President, Chief Financial Officer, Chancellor or Provost.   

8.4  Comple.ng the Appointment  

With approval from the Execu;ve Approver, an appointment leSer is prepared and issued to the finalist. (Note: 
The Office of the Provost issues all appointment leSers for faculty and academic administrator posi;ons.)  The 
hiring unit also must ini;ate the University process to appoint the finalist.  Once the University has received the 
acceptance of an appointment from a finalist, the original applicant file of the finalist must be forwarded to the 
Office of Human Resources.  When approved by the Board of Governors, the appointment becomes binding 
subject to the University’s bylaws and policies. No employment is official un;l approved by the Missouri State 
University Board of Governors. 

8.5  No.fica.on of Search Closure to Non-Selected Applicants and Candidates 

Each applicant and candidate, especially those interviewed, have invested ;me and other resources into the 
search process. It is important that the hiring unit and search commiSee treat each of them with courtesy and 
sensi;vity. Upon request of an applicant, it may also be necessary to provide per;nent informa;on to the 
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applicant regarding the reason he/she was not selected for the posi;on. Applicants who were not interviewed 
should be no;fied by the search commiSee chair and the Department Approver of their non-selec;on as soon as 
a firm decision of their non-selec;on has been made, rather than wai;ng un;l the en;re search has been 
completed. As soon as possible amer an offer is accepted, interviewees not chosen should be no;fied by leSer or 
e-mail. A Department Approver may also wish to contact the finalists not selected for the posi;on via telephone.  
It is important to no;fy unsuccessful candidates before public announcements of appointments.  Official ;mely 
no;fica;on to internal candidates is especially important. It is the responsibility of the hiring department to 
communicate in a ;mely manner with all interviewed candidates who were not selected for the posi;on. Sample 
no;fica;on leSers are available online.   
                         
8.6  Evalua.ng the Search from a Diversity Perspec.ve 

If the department hires a women and/or a person who is ethnically and/or racially diverse, consider the factor 
that may have enabled it to do so and keep a record of good prac;ces and successful searches for future 
reference. 

If the applicant pool was not as large, as qualified, or as diverse as was an;cipated, consider: 

• Could the job descrip;on and/or posi;on announcement have been constructed in a way that would 
have brought in a broader and more diverse pool of candidates? 

• Could the hiring unit have recruited diverse applicants more ac;vely? 
• Were there criteria for this posi;on that were consistently not met by women and/or persons of color? 
• If women and/or persons of color were offered posi;ons that they chose not to accept, what reasons did 

they offer?  Are there things that the hiring unit could do to make it more aSrac;ve to such candidates in 
the future?   

8.7  Documen.ng the Search 

All searches must be documented to ensure compliance with Missouri State University policy and the U.S. 
Department of Labor records reten;on requirements. Careful comple;on and reten;on of these files by the 
hiring unit provides protec;on in two ways:  (1) the files provide documenta;on of "good faith" recrui;ng 
procedures; (2) should it be necessary, the files also provide an official record for use in inves;ga;ng complaints 
of discrimina;on in the selec;on process. 

The hiring unit is required to retain the resumes/curricular vitaes and all search documents for all applicants for a 
period of two years following the closure of the search.  Search commiSee members should turn over all notes 
and files they have to the search commiSee chair at the end of the search. The hiring unit is responsible for 
maintaining the search file.  In some cases the search file may be stored by the college or administra;ve unit, 
par;cularly for high level searches.  

The electronic applica;ons, resumes/curricular vitas, and other documents uploaded by applicants are stored on 
the central server; therefore, hiring units need not keep paper copies of the resumes unless the Department 
Approver and/or Execu;ve Approver require that they do so.  Any materials sent by applicants directly to the 
hiring unit (e.g. wri;ng samples, poryolios, etc.) should be maintained by the hiring unit in a secure loca;on.   

9.0  EXCEPTIONS TO STANDARD SEARCH PROCESSES 
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In light of Missouri State University’s goal to diversify its employee popula;on, it is the University's policy that 
the pool of applicants for all posi;ons being filled at the University be as broad as possible and that all current 
employees have the opportunity to be considered for open posi;ons for which they are qualified.  

Missouri State University, in accordance with state and federal law and University policy, is commiSed to 
providing equal opportunity in employment through nondiscriminatory, open recruitment and hiring prac;ces.  
Excep;ons to these guidelines are therefore strongly discouraged.  Occasionally, such factors as financial 
constraints, program con;nuity, or the existence of highly specialized qualifica;ons and requirements for a 
par;cular posi;on, require making an excep;on to the University’s normal employee recruitment and selec;on 
procedures.   Excep;ons to this policy may be granted by the President, based on a prior wriSen request 
endorsed by the appropriate Execu;ve Approver and reviewed by the Office for Ins;tu;onal Equity and 
Compliance and Office of Human Resources.  Ordinarily, such requests will be based on documented evidence 
that qualified candidates are unlikely to be available through an open search, or that an extended search would 
risk nega;ng a unique hiring opportunity.  

Should an excep;on to standard search procedures be approved, the hiring unit will ordinarily use the same 
forms and processes as required for a regular hire with a full search.  To the extent possible, all the requirements 
of a full search must be met.  While it must be recognized that there are occasions when no search is feasible, 
whether because of ;ming, funding, or posi;on dura;on, there will be other ;mes when it makes sense to 
conduct a search that is merely shorter in dura;on or smaller in scope (local or regional rather than na;onal, for 
example).  In all cases, the criteria for selec;on of a candidate must be job-related and non-discriminatory.   

Requests for excep;ons or variances may be granted under the following circumstances:   

Internal Searches - Under certain circumstances vacant posi;ons may be filled through internal recruitment. The 
depth and breadth of the internal recruitment must be approved in advance by the appropriate Execu;ve 
Approver, the Director of Human Resources, and the Equal Opportunity Officer. Therefore, the filling of all 
posi;ons shall be accomplished through a process that includes announcement of the opening as widely as 
appropriate in terms of the level of du;es and responsibili;es of the posi;on. Missouri State is commiSed to 
fostering promo;onal opportuni;es for its regular, full-;me employees by conduc;ng internal searches 
whenever consistent with the University’s public commitment to diversity, our long range planning, and the 
federally mandated Affirma;ve Ac;on program.  Regular full-;me University employees can receive 
considera;on in internal searches based on job-related qualifica;ons as determined by the job descrip;on and 
posi;on announcement.   

Individuals not employed by the University on a full-;me basis are not eligible to apply for posi;ons posted with 
the statement "Internal pos;ng for promo;on and transfer considera;on of full-;me, regular University 
employees only." However, in rare cases of business necessity upon the recommenda;on of the Vice President of 
the area in which the vacancy is being posted and with the prior approvals of the Director of Human Resources 
and the University’s Equal Opportunity Officer, an individual not employed on a full-;me basis may be allowed to 
apply.  

Internal searches may not be appropriate when:  (1) no regular full-;me employee is qualified for the vacancy, or 
(2) the Department Approver requests an external search to fill the vacancy, or (3) diversity issues cause the 
policy to be inappropriate.  Internal searches should not be conducted for faculty vacancies or for the posi;ons 
of Vice President, Provost, or President.  

The procedures for an internal search are the same as those for an external search, except that the open posi;on 
is only adver;sed at the University.  The screening, interviewing, and selec;on process and required 
documenta;on will follow the normal procedures for an external search. 

Whenever an internal search is u;lized to fill a vacancy, the resultant vacant posi;on must be filled through an 
external search.    
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Business and/or Instruc.onal Necessity - An excep;on to the standard search procedures may be requested 
when conduc;ng a full search would nega;vely impact the opera;onal effec;veness of a department/unit or 
would violate a formal contractual obliga;on of the University.   

Qualified, Diverse Applicant Pool - An excep;on to the standard search procedures may be requested if a hiring 
unit has recently conducted a full search that yielded a diverse applicant pool.   

Special Circumstances - There may be other special circumstances that jus;fy abridging the standard hiring 
procedures when a full search is not in the best interests of the University i.e., an opportunity to u;lize the 
Diversity Hiring Program). 

9.1  Appointment to an Interim or Ac.ng Posi.on 

An appointment to an interim or ac;ng posi;on is considered to be a temporary appointment for which only full-
;me, regular employees can be considered.  Considera;on is based on job-related qualifica;ons as determined 
in the applicable job descrip;on and posi;on announcement.  Generally, in order for the Department Approver 
to appoint an employee to an interim or ac;ng posi;on without pos;ng the vacancy internally, the Department 
Approver must demonstrate the intent to fill the vacancy on a permanent basis by immediately beginning the 
formal search process.  If the Department Approver does not intend to immediately begin the formal search 
process to fill the vacancy on a permanent basis, the vacancy for an interim or ac;ng posi;on must be posted 
internally and filled through University search processes. In cases of emergency or compelling business necessity 
when it may not feasible to begin a search process immediately, the Department Approver must seek approval 
for an excep;on in advance by the appropriate Execu;ve Approver, the Director of Human Resources, and the 
Equal Opportunity Officer. 

9.2  Extending Temporary/Time-Limited Appointments 

Temporary and ;me-limited appointments cannot be extended beyond the stated ending date without a wriSen 
request to and approval from the Office for Ins;tu;onal Equity and Compliance.  The request should state the 
reason(s) for the extension and the new ending date.  A maximum of two extensions will be considered for 
approval. 

10.0  OTHER CONSIDERATIONS 

10.1  Hiring Foreign Na.onals 

Foreign na;onals who apply for and are offered University employment are required to have or be eligible for 
the work visa appropriate for the posi;on.  Inquiries regarding the na;onal origin of an applicant are illegal; 
however, it is legal and appropriate to verify that applicants are eligible to accept employment in the United 
States.  Informa;on about hiring foreign na;onal employees and immigra;on services for University employees 
is available online in the Immigra;on Toolkit maintained by the Office for Ins;tu;onal Equity and Compliance.    

10.2  Gran.ng Tenure as a Condi.on of Hire 

When a Department Approver seeks to hire an academic administrator with tenure and rank, the department or 
school to which the faculty member would be ini;ally assigned must be asked to conduct a tenure vote based on 
departmental guidelines, and a statement of the departmental faculty vote must be submiSed to the Office of 
the Provost.   

10.3  Nepo.sm  

The University’s policy regarding the employment of rela;ves is set forth in the nepo;sm provision of the 
Conflict of Interest Policy.   
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10.4  Decision Authority  

If there are instances in which the search process and/or selec;on decision does not receive concurrence by the 
Office for Ins;tu;onal Equity and Compliance, the President may make a decision as to whether the search 
process can con;nue and/or whether an offer of employment can be extended.   No employment offer is official 
un;l approved by the Missouri State Board of Governors.  

Line of Authority 
Responsible administrator and office:  Director, Office of Institutional Equity & Compliance 

Contact person in that office:  Director 

Effective date: 
Approved by President:  _________________ 
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