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Introduction
Finding outstanding new colleagues is among the most important things we can do for the future of Kalamazoo College.  The very best potential candidates will have to be discovered and courted if the quality of our faculty is to be maintained.  Teachers and scholars who contribute to our campus’ diversity are in especially short supply and, further, may not normally apply for a position at a college like Kalamazoo without special encouragement.  It is therefore crucial for us to act positively, pro-actively, affirmatively, if we want to find outstanding faculty.

Searches are not only a critical element in the renewal of the faculty, but they also reflect upon the quality and reputation of Kalamazoo College.  We should never forget that we are selling ourselves as much as we are interviewing potential colleagues when we seek new colleagues and bring candidates to campus for interviews.  Therefore, all aspects of a search must be done in an informed, caring manner that not only brings us the best possible colleagues, but also that treats all applicants legally, ethically, and courteously.  Although by no means exhaustive, this document is intended to further those ends.

In the description of the procedures that follows, all persons who apply for the position are called applicants.  A select number of persons invited to campus become candidates for the position.  The finalist is the one offered the position.  Consistent use of these terms throughout the search process, especially in contacts with applicants and in other written communications, is desirable.

I.  Prior to a Search

1.
The department chair or program director should discuss the need for and nature of a potential position with appropriate colleagues.  When the individuals involved have reached agreement, the department chair or program director should seek approval of the Provost. 
2.
Departments seeking authorization for a faculty line should submit appropriate materials to the Educational Policies Committee.  The EPC will advise the Provost on the authorization of a new search.  

3.
The Provost should consult with the Educational Policies Committee (EPC) regarding program direction and priorities and with the President regarding budget before authorizing a search.  The definition of the position may be modified during this process to ensure that wider College needs are met.
II.  Search Committee
1.
The department chair, program director, or other designate of the Provost is appointed as Chair of the Search Committee.  

2.
The Chair should submit approximately eight names of potential Search Committee members to the Provost, indicating those considered essential.  ‘Best practices’ suggest that membership of the search committee will not include the person being replaced.
3.
The final membership, appointed by the Provost, should consist of about six faculty, normally including some department members, and two or three other faculty members, at least one of whom is from outside the division.

III.  Position Description and Announcements

1.
A department should develop a specific position description, taking into account considerations raised by the Provost, the EPC, and other parties involved.  The description should be submitted to the Provost for approval.

2.
The position description should include the following:

•
title of the position;

•
succinct definition of duties and responsibilities;

•
required qualifications;

•
other desirable qualifications;

•
nature of the position and starting date;

•
application procedures, including name and address of Search Chair;

•
date by which completed applications should be received.

Unless specific publications require otherwise, the College requires consistent wording for application procedures, deadlines, equal opportunity employment (EOE) statement, and description of the College.  To avoid misunderstanding and possible legal difficulties, it is especially important not to deviate from the deadline and EOE statements without approval from the Provost.  See the position description and sample at the end of this document.

3.
Published information about salaries or compensation must also use consistent wording.  Again, see the sample position description.  In oral communication with potential applicants, applicants, and others, only the Search Committee Chair, with prior approval of the Provost, may provide more specific information.  As a general rule, salary discussions with applicants should be referred to the Provost.

4.
Position descriptions or other notices circulated in advance of formal approval of position openings must contain clear indication of their provisional nature:  e.g., “Anticipated position” or “Position is dependent upon formal approval.”  All such communications require the Provost’s prior approval.

5.
Unless deviations are approved by the Provost at the request of the Search Committee Chair, completed applications consist of:

•
a curriculum vitae, with a description of scholarly interests;

•
undergraduate and graduate transcripts (unofficial copies acceptable)

•
three letters of reference;

•
a detailed statement of teaching philosophy and goals.

IV.  Developing the Applicant Pool
In all recruiting—but especially that for minorities and women—placing advertisements is merely a beginning step and nearly a passive one.  Advertising is necessary but is not sufficient to ensure that there will be applicants of the desired caliber and diversity in the final candidate pool.  It is incumbent upon the Search Committee and its Chair to do more to identify and attract the most highly-qualified applicants, including minorities and women.

1.
All advertising must be coordinated through the Provost’s Office.  

2.
Full searches require advertisement in national publications.  The text will be put in standard format by the Provost’s Office, working from the approved position description.

3.
Many fields have a journal or newsletter to which potential applicants routinely turn when seeking a position.  Information on advertisements in such periodicals—deadlines, charges, submission procedures, and special text requests—must be submitted on a timely basis.

4.
All search committees must submit a Plan for Diversity indicating specific steps that will be taken during the search to maximize the number of minority applicants and to assure their being given careful attention.

5.
The Search Committee Chair should contact selected university graduate departments to seek information about potential minority applicants.  For example, the publication Diverse lists universities producing significant numbers of minority PhDs.  National lists of minority faculty and recent doctorates are usually available through the Provost’s Office and should be used as part of the search strategy.  Telephone calls are preferred to mailed announcements because they have been demonstrated to be far more effective than written alternatives in generating applicants.

6.
Personal contact by letter or telephone with leaders in the field to solicit nominations of potential applicants is a crucial adjunct to the above efforts.  Direct contact with those who train graduate students and those who are well-established in the field, especially those who themselves are minorities or women, often leads to the most promising applicants.  Contacts soliciting nominations may be initiated by any member of the Search Committee or by any other individual at the College who is in a position to help.  Such calls should:

•
describe the position and its relation to the overall program;


•
ask about possible applicants, especially minorities and women;


•
ask about others who might know about such potential applicants.

7.
Potential applicants identified by this process should be contacted by a member of the Search Committee—preferably by phone—indicating who suggested their names, describing the position, and inviting them to apply.  Copies of letters to these potential applicants and notes of telephone conversations should be given to the Chair of the Search Committee for inclusion in any resulting applicant file.

8.
All positive responses to initial invitations to apply should be followed by a letter from the Chair of the Search Committee, enclosing a copy of the position description.  

V.  Review of Applicant Files
1.
Common understanding and consistent interpretation of the position description by Search Committee members and department faculty are essential.  Members of the Search Committee and of the department should convene early in the search process to establish a clear under​standing of the criteria for the position.  

2.
All persons interested in the position, including nominated applicants, must be given the same set of instructions for submitting a complete application and will be considered under the same set of criteria. 

3.
Chairs should send a letter to each applicant for the position acknowledging receipt of his or her application.  When all requested information is not included, this letter should request that information.  At the discretion of the Search Committee, applicants may be informed in writing when material to be submitted by others, such as letters of recommendation, have not been received in a timely fashion.  Under normal circumstances candidates will not be brought to campus without first having a complete application file.

4.
Depending on the length of the search, it may be advisable to send a letter to applicants who remain under active consideration advising them of this status.  At the same time, Chairs should send a letter to applicants who are not under consideration, thanking them for their interest in the position and advising them that the Search Committee has identified a selected list from which the finalist will be chosen.  The letter should not comment on the applicant’s qualifications (see sample letter in Appendix).

5.
Careful documentation is essential to preserving the College's record of fair employment practices.  A list of all applicants for the open position should be kept.  After the appointment has been made and all applicants have been notified, the record and all files kept within the department office should be kept for two years at which point they can be destroyed.


All search committee chairs will be asked to provide data on the search at the conclusion of the search.  This information includes the number of applicants, the number of candidates, and the final pool, and at each level the gender and US-EEOC characteristics of individuals.

6.
Members of the department involved in a search sometimes attend professional meetings for preliminary interviews of applicants and potential applicants.  Two requirements must be observed in these instances:  1) an agreement must be reached with the Provost on travel costs; and 2) an agreement must be reached with the Search Committee on interview strategy. Moreover, care should be taken that such preliminary interviews do not preempt the Search Committee’s role in selecting candidates.
7.
The full Search Committee may delegate the task of initial screening of applicant files to the department or it may choose to take part in it.  The goal of initial screening is to produce a list of the 15-25 most promising applicants for further consideration by the full Committee.  This process may begin before the review date stated in the advertisement, but all timely applications must be considered.

8.
In screening applicants, the Search Committee should encourage those being given serious consideration to provide, as available, both (a) ratings of teaching by students and reports of classroom visitations by peers, and (b) samples of their writing, published or unpublished, or reproductions of creative work.

9.
The Search Committee should review the group of 15-25 applicants identified by the screen​ing process for the purpose of ranking a final field of 6-8 applicants.  These selections should be first submitted to the Provost to ensure that all identifiable minority and female applicants have been given careful consideration.

10.
All identifiable minority applicants in the initial pool must be identified to the Provost’s Office, and the Search Committee must be prepared to explain why any minority candidates are not included in the final field of 6-8 applicants.  A brief explanation will normally be sufficient (e.g., “wrong subfield”).

VI.  Selection of Candidates

1.
When considering candidates for invitation to campus, Chairs should make telephone checks with referees who wrote letters for applicants to ensure appropriate selection.  One good way to do this is to call to inquire, not about the applicant’s qualifications, but whether the referee believes there is a good fit between the applicant and the position.  Notes of such conversations should be kept and summarized for the Search Committee’s review.  

2.
Typically three invitations are made at one time, but the number may vary as a function of the quality of the applicant pool, funds available for the expenses of visits, scheduling circumstances, and a variety of other factors.  The Search Committee Chair should consult with the Provost to determine the most effective and efficient strategy for scheduling candidates.  

3.
The decision on which applicants shall be invited to become candidates is made by the Search Committee, in consultation with and subject to approval by the Provost.  In reporting the Committee’s recommendation, the Search Committee Chair will make clear to the Provost whether the recommendation was unanimous or divided.

VII.  Inviting Candidates

1.
The invitation to an applicant to visit campus, i.e., to become a candidate, is made by the Chair of the Search Committee unless another individual is designated by the Chair or by the Provost.  Initial contact is usually made by telephone.

2.
The Chair of the Search Committee should communicate relevant details of the visit and reach agreement with the candidate on its timing and length, within the guidelines for the campus visit of candidates, given below.  It is important that all candidates have the same understand​ing of what will happen and what is expected of them during the visit, especially in connection with presentations they will make.

3.
The Chair of the Search Committee should always ask whether the candidate has any preferences or needs regarding diet and accommodations during the visit.

4.
Before answering questions by the candidate during this or any other conversations with candidates, search committee members should consult “Guidelines for Communicating with Applicants and Candidates” (page 11).  Copies of these guidelines should be distributed to those who will meet the candidate:  e.g., Search Committee and department members.

5.
All reasonable travel expenses of candidates, e.g., coach airfare, will be paid by the College (meals enroute are not covered).  Candidates who need to book air travel should be instructed to call the College’s travel agency, Carlson Wagonlit at 1-800-633-6401, as soon as possible.  They should inform Carlson Wagonlit that they are coming to campus as a faculty job candidate.  Carlson Wagonlit will then email the proposed flight itinerary to Sue Gibson.  Sue will forward the flight itinerary to the Search Chair for approval, and after receiving that she will complete the booking.  Carlson Wagonlit will bill the Provost’s Office directly.  Carlson Wagonlit keeps the College’s interests in mind in scheduling an economical flight while accommodating the candidate’s schedule.  


Receipts documenting other travel expenses are required for reimbursement (except for mileage reimbursement).  The Search Chair should forward the candidate’s receipts to the Provost’s Office for direct reimbursement to the candidate.  

6.
Fair employment practices allow us to invite candidates for a campus visit before the date stated in advertisements.  However, no offer can be made until all timely applications have been fairly reviewed after the closing date for application.

7.
Whenever possible, Chairs should follow telephone invitations to candidates with a letter confirming the relevant details.  In addition and as appropriate, candidates should be sent a current College catalog, other relevant information about College programs, and a packet of information about the Kalamazoo community.  Such material may be obtained from the Provost’s Office.

VIII.  Campus Visits of Candidates

Increasingly, the campus visit combines the purpose of enhancing the attractiveness of the position and the College with the traditional goal of evaluating candidates.  All participants in such visits should try to present as positive an image of the campus as possible.  Favorable impressions of the campus by both successful and unsuccessful candidates are important for the College.  

1.
Visits of candidates for full-time positions usually involve one night’s stay and portions of two days.  Care should be taken to make the visits of all candidates for the position as nearly equal in duration and schedule as possible.  Prior to arranging a visit date with the candidate, contact the Provost’s Office to verify dates when the Provost will be available for interviews.
2.
The Search Committee Chair is responsible for arranging and circulating the schedule of a candidate's visit.  Everyone meeting with a candidate should have a copy of the visit schedule except, perhaps, those participating only in larger group sessions.  Invitations to faculty and staff to meet the candidate at a reception and presentation are issued by the Search Commit​tee.  The home department should duplicate and distribute the notice of a candidate's visit; the Search Committee prepares the text of the notice.

3.
Visits should include:

•
interviews with department faculty, individually and collectively;

•
time with department majors and other interested students;

•
interview with the Provost;

•
interview with the President (if available);
•
interviews with the Search Committee;

•
a public presentation to a general College audience;

•
a classroom presentation.

Especially in the case of women and minority candidates, consideration should be given to scheduling meetings with individuals or groups especially familiar with appropriate concerns or issues.  Guidance should be obtained from appropriate faculty so as to avoid unintentionally offending a candidate or local individuals.
A recommended strategy in setting up interviews is to assign specific topics or issues to each member of the department and Search Committee seeing the candidate.  For example, one person might talk about research interests, another might investigate teaching experience and philosophy, and a third might explore intellectual interests in other disciplines.  This assures that important issues are covered with a minimum of redundancy across interviews and that all candidates will be asked similar questions. 
4.
The schedule of the visit should note who will greet the candidate at the airport, railroad station, or other location if travel is by automobile.  Similarly, the schedule should note who will take the candidate to the point of departure.  These assignments should fall to a member of the Search Committee or department.

5.
Early in the schedule, the Search Committee Chair should meet to review the visit with the candidate, and again toward the end of the schedule, so as to be able to answer any remaining questions and get an idea of the candidate’s impressions of the visit. 

6.
The Search Committee Chair should inform the Provost of any relevant expectations or con​cerns of the candidate, e.g., on salary, research facilities, or term of appointment, prior to the Provost’s meeting the candidate.  The Chair should update the Provost as necessary, subsequently.

IX.  Meals, Receptions, and Accommodations
1.
In order to contain expenses, meal invitations should be limited.  Dinner invitations should be primarily for one or two department and Search Committee members, and those who are otherwise centrally involved in the search.  Breakfasts are good occasions for students to meet candidates informally, while lunches have traditionally been used as opportunities for a wider range of faculty and administrators to see candidates; one member of the Search Committee should attend such lunches.  While lunches are best held on campus, dinners may certainly be scheduled at nearby restaurants, providing the costs are comparable to those using on-campus facilities.  It is sometimes convenient to hold breakfast meetings at the candidate’s lodgings.

2.
Reservation of rooms should be done in advance and care should be taken to avoid conflicts with major College events or presentations by other candidates.  Simple, light refreshments are appropriate.

3.
For overnight accommodations, a room at one of the nearby bed and breakfast houses is generally preferred.

X.  Decision on the Finalist
1.
After campus visits by candidates, the Search Committee should solicit evaluations of each visitor from those who met him or her, including students, faculty, and administrative colleagues.  Written responses, whether in the form of notes, memos, or questionnaires, should be gathered before final consideration by the Search Committee on the finalist.

2.
After a candidate’s visit to campus, contacts with other individuals who may provide important information about him/her are permissible.  The candidate should be informed that this will occur, and should be given the opportunity to name others who might be contacted.  

3.
It is preferred that recommendations by the Search Committee on the finalist for a position will be made by consensus reached in a meeting of the full Committee, not based on decisions made by polling members individually.  If no consensus is possible, a vote should be taken to reach a decision.  The Committee Chair should report the recommendation of the Committee to the Provost, indicating whether the recommendation was by consensus or vote. 

4.
When a recommendation for the finalist has been agreed upon by the Provost and the Search Committee, the Provost will discuss the action with the President.

5.
The Provost normally conducts telephone negotiations with the finalist and draws up the written terms of employment.

6.
The letter of appointment will be signed by the Provost on behalf of the College.  Should the finalist decline the offer, the Provost will discuss subsequent action with the Chair of the Search Committee.  If needed, the Search Committee will reconvene to consider other applicants for further campus interviews.  Depending upon the applicant pool, the best strategy may be to make a one-year offer to a candidate and renew the tenure-track search in the next year.  This would be discussed by the Search Committee Chair and the Provost.

7.
After receiving word from the Provost’s Office that confirmation of acceptance from the finalist has been received, a letter should be sent to all applicants informing them that the position has been filled and thanking them for their interest in the College.  Letters to candidates who have visited campus should be worded differently than that for other applicants, reflecting both the additional effort made by candidates and our regard for having selected them as candidates.  Like previous contacts with applicants, the content and tone of these letters is important.  See the sample letter attached.

Guidelines for Communicating with Applicants and Candidates
The following guidelines are the result of a wide range of circumstances experienced in searches for faculty positions over the last several years.  While it should not be thought that all reflect common occurrences, the issues underlying these guidelines are important concerns of both the Provost and faculty, as represented by the Faculty Executive Committee.  Copies of these guidelines should be given to all those involved in faculty searches:  all of us are responsible for the proper conduct and success of searches.  

•
Committee members may describe salaries as “competitive with comparable liberal arts colleges,” but they should not mention specific salaries or salary ranges.  Only the Search Committee Chair may be authorized by the Provost to provide more detailed information, and normally these conversations should be referred to the Provost.  Committee members should inform the Search Committee Chair about any salary expectations or current salary information volunteered by the candidate.

•
In addition to the above-stated limits on discussing salary, Committee members should take care to avoid compromising the College by making statements to candidates or a finalist about any condition of employment, e.g., an anticipated tenure decision date, not specified in the position description, unless specifically authorized to do so by the Provost.  Normally, all communication with finalists should take place with the Search Committee Chair or the Provost.  Only the Provost may change or negotiate terms of employment.

•
Questions regarding candidates’ race, religion, ethnic background, marital status, dependent children, handicaps, height and weight, and several other personal characteristics described in other documentation provided to Search Committee members, are not permitted for any purpose, however friendly or benign, unless volunteered by the candidate.  Information volunteered by candidates on such matters sets the boundaries for discussion of these facts.  See the guidelines attached to this document dealing with these issues.  If any member of the Search Committee has any concern about an inappropriate comment or action that is part of the search process, he or she should contact the College’s Affirmative Action Officer immediately. See the document, “Guidelines on Fairness in Searches” (page 15). 
•
Committee members should not discuss qualifications or evaluations of other candidates with a job candidate.

•
While candidates may be assured that there is genuine interest in their candidacy, Committee members should say nothing which states or implies that they have any more or less chance of being the finalist than other candidates.

•
Past disagreements within the Search Committee or elsewhere concerning the position description, criteria to be used in evaluating candidates, or other relevant dimensions of the position should not be raised with candidates.  Such differences ought to have been settled before invitations to candidates were made.  One’s continuing dissatisfaction with decisions already made does not justify bringing dissension into the search process.

•
Expressing negative or unflattering opinions to candidates regarding the qualifications, character, or behavior of current or past faculty members is not only unprofessional, but may be highly detrimental to the goal of recruiting the best faculty.

•
Changing expectations and different norms of social behavior, especially in the context of hiring women and minority faculty, may lead to negative reactions in candidates, even when a remark or act is intended to be hospitable or humorous.  There is no easy remedy for this problem; it behooves each of us to reflect on our assumptions and to monitor our behavior carefully to avoid misunderstanding in dealing with candidates.

•
While discussions of problems of the College, department, or the position provide a fair and accurate representation of relevant circumstances to candidates, members of the Search Committee should avoid partisanship and consider the best interests of the College.  There should be balance in the presentation of points of view on controversial or difficult issues.

Search Checklist

This checklist is intended for the use of the Chair of the Search Committee.  Relevant portions of the document Faculty Search Procedures and Guidelines  are indicated in parenthesis.  

Forming Search Committee (II).

Writing position description (III).

Placing advertisements (IV. 1-5).

Soliciting nominations (IV. 5-8).

Acknowledging and initial screening of applicants (V. 1-8).

Considering potential candidates (V. 9-10.)

Selecting candidates (VI).

Inviting candidates and scheduling visit (VII, and see Candidate Visit Checklist)

Deciding on the finalist (X. 1-6).

Informing other candidates and applicants of decisions (X. 7)

Candidate Visit Checklist
Relevant portions of the document Faculty Search Procedures and Guidelines are indicated in parenthesis.  

Calling candidate (VII. 1-2).

Checking on dietary and accommodation needs/preferences (VII. 3).

Distributing copies of Guidelines for Communicating with Applicants and 
Candidates to all persons who will meet with the candidate (VII. 4.)

Checking on travel arrangements (VII. 5).

Confirming campus visit with candidate (VII. 7).

Preparing campus visit schedule (VIII. 1-6).

Reservations for meals, receptions, and accommodations (IX. 1-3).

Soliciting evaluations on-campus (X. 1).

Soliciting additional off-campus evaluations (X. 2).

Guidelines on Fairness in Searches

1.
The college Affirmative Action Officer shall provide training for all faculty and staff about fairness in job searches. He/she shall also train all students and other people who will meet with job candidates in formal situations. No college employee, student or other person who has not undergone this training shall be a formal part of the search process.

2.
In search committee deliberations, committee members or others may not take into consideration or speak about religion, race, color, national origin, age, sex, height, weight, familial status, marital status, sexual orientation, political affiliation, past or current military status, or a determinable physical or mental characteristic of an individual that may result from disease, injury, congenital condition of birth, or functional disorder if it is unrelated to the individual's ability to perform the duties of a particular job and if it is unrelated to the individual's qualifications for employment.

[Note that the key criterion here in terms of whether discussion can take place is whether characteristics are “unrelated to the individual’s ability to perform the duties of a particular job.”  The College’s legal advisor has indicated that given the College’s mission it is permissible to consider the degree to which an individual can make a contribution to campus diversity when engaging in deliberations, and to that end it is permissible to speak about these characteristics when they are relevant to a candidate’s ability to contribute to campus diversity.]

3.
In the event that an inappropriate comment is made during a search committee meeting or an interview, it shall be the duty of other committee members or interviewers to call to the atten​tion of the person who has made the comment and to the other members or interviewers the inappropriateness of the comment.  If the person who made the comment recognizes his/her error and agrees not to allow the illegal or unethical bias implied by the comment to influence his/her decision, and if the other committee members or interviewers feel that the person is sincere in his/her agreement, then the search process shall continue without interruption.

4.
If one or more member(s) of the search committee feel(s) that the person who made the inap​propriate comment is not sincere in his/her agreement that the implied bias will not influence his/her decision, then that member or those members shall call for an interruption of the search process and shall immediately report the incident to the Affirmative Action Officer for investigation.  That investigation shall be carried out quickly enough to keep the search going forward within a reasonable span of time.

5.
If, upon investigation of the incident, the Affirmative Action Officer believes that the individual who made the inappropriate comment is incapable of acting fairly in the search, he/she shall remove that person from the search committee and the search process shall then continue without that person.

6.
If, upon investigation, the Affirmative Action Officer believes that several committee members have displayed an illegal or unethical bias such that the entire search is unfair, he/she shall dissolve the search committee. The search may be postponed for a certain period of time. If it is still possible for the search to go forward within the previously stated time-frame, the appropriate administrator shall appoint a new search committee.

7.
As an outcome of its discussions, the Fairness in Searches Committee presents the following as illustrative of possible sanctions, recognizing that these recommendations fall outside our mandate as stated in President Jones' letter of 29 March 2000.

(a)
If the offending person is a faculty member, he/she shall be suspended, either permanently or for a specified period of time, from participating on search committees, serving on the Faculty Personnel Committee, serving as a departmental or divisional chairperson, and chairing any faculty committee, since all these positions involve influencing personnel decisions.

(b)
If the offending person is a non-faculty member, he/she shall be subject to disciplinary action up to and including discharge.

(c) A letter shall be placed in the personnel file of the offending faculty member or staff member if he/she has been removed from a search committee on account of illegal or unethical bias.

MODEL POSITION DESCRIPTION

SPECIALTY
_________________ DEPARTMENT
(Tenure track) position at _____________________ level beginning _____________________.  Ph.D. (or evidence of imminent completion) required.  Salary competitive and consistent with level of experience.  (position qualifications, other desirable qualifications)  Candidates are expected to have high aptitude and interest in undergraduate teaching, a commitment to the liberal arts, and a desire to involve undergraduates in scholarship both inside and outside the classroom.  Kalamazoo College is a highly selective nationally known liberal arts college offering an integrated undergraduate experience that weaves a traditional liberal arts curriculum into educational experiences in both domestic and international settings.  The campus is located midway between Chicago and Detroit in Kalamazoo, Michigan, a metropolitan community of 225,000 which supports four college and university campuses along with numerous civic arts and cultural associations.  Thirty-five miles from Lake Michigan, the area offers many opportunities for outdoor activities.  Completed applications received by _____________ will receive full consideration, with later applications reviewed as needed until the position is filled.  Send curriculum vitae (including a description of scholarly interests), undergraduate and graduate transcripts (unofficial acceptable), a detailed statement of teaching philosophy and goals, and three letters of recommendation to ___________, Chair, Department of ___________, Kalamazoo College, 1200 Academy Street, Kalamazoo, MI  49006-3295.  Kalamazoo College encourages candidates who will contribute to the cultural diversity of the College to apply and to identify themselves if they wish.  Equal Opportunity Employer.
DEVELOPMENTAL PSYCHOLOGY: Kalamazoo College invites applications for a tenure-track position in developmental psychology at the assistant professor level beginning September 2004.  Ph.D. or evidence of imminent completion required.  Salary is competitive and consistent with level of experience.  Duties include teaching basic courses in human development and introductory psychology.  Other courses to be taught would depend upon the successful candidate's interests and qualifications.  The successful candidate will have demonstrated a high aptitude for and interest in undergraduate teaching, a commitment to the liberal arts, and a desire to involve undergraduates in scholarship both in and out of the classroom.  In addition to a program for its own majors, the Psychology Department supports an applied, interdisciplinary major in Human Development and Social Relations.  Therefore, preference will be given to candidates whose research and professional interests complement that curriculum as well as those of current faculty members.  Kalamazoo College is a highly selective nationally known liberal arts college offering an integrated undergraduate experience that weaves a traditional liberal arts curriculum into educational experiences in both domestic and international settings.  The campus is located midway between Chicago and Detroit in Kalamazoo, Michigan, a metropolitan community of 225,000 which supports four college and university campuses along with numerous civic arts and cultural associations.  Thirty-five miles from Lake Michigan, the area offers many opportunities for outdoor activities.  Completed applications received by January 5, 2004 will receive full consideration, with later applications reviewed as needed until the position is filled.  Send curriculum vitae (including a description of scholarly interests), undergraduate and graduate transcripts (unofficial acceptable), a detailed statement of teaching philosophy and goals, and three letters of recommendation and evidence of teaching effectiveness if available to Dr. Robert Batsell, Chair, Department of Psychology, Kalamazoo College, 1200 Academy Street, Kalamazoo, MI  49006-3295.  For more information about the College, see our home page at www.kzoo.edu.  Kalamazoo College encourages candidates who will contribute to the cultural diversity of the College to apply and to identify themselves if they wish.  Equal Opportunity Employer.

SAMPLE ACKNOWLEDGEMENT LETTER

(with required Clery Act notification)

Dr. Job Candidate

Department of Study

Graduate School

Some University

Dear Dr. Candidate:

Thank you for your expression of interest in our position at Kalamazoo College.  We are very excited about our search, and look forward to welcoming a new colleague to our department next fall.

This would be a good time for you to be certain that you have submitted all required materials for the search.   We will not be able to send out reminders to candidates who do not have complete files, and incomplete files will not receive full consideration.  We expect that our preliminary examination of the files will begin shortly after the closing date of XXXXX, and hope to invite candidates to come to campus in EARLY JANUARY/LATE JANUARY/EARLY FEBRUARY.

We will be in touch again as we move forward in the search process.

Sincerely,

W. Robert Batsell
Chair, Department of Psychology
Kalamazoo College’s annual security report is available on the College’s web page at: http://www.kzoo.edu/studev/security/index.html. 

SAMPLE LETTERS TO UNSUCCESSFUL APPLICANTS AND CANDIDATES

Joanna Doe

123 Anystreet

Detroit, MI  48123

Dear Dr. Doe:

[For applicants who do not make the initial screening]
I am sorry to inform you that you are no longer being considered for the position in our psychology department for which you applied.  Because we have a large number of highly qualified applicants, we are limiting further review to those whose interests and specialization most closely fit our needs.

[For applicants who did not become candidates]
I am sorry to inform you that the position in our psychology department for which you applied has been filled.  We were fortunate to have a number of highly qualified applicants, allowing us to select the finalist from among candidates whose interests and specialization most closely fit our needs.

[For an unsuccessful candidate]
I am sorry to inform you that the position for which you interviewed has been filled.  We felt fortunate to have such highly qualified individuals as yourself as interested candidates.  This allowed us to make the final decision in terms of the best fit between candidates’ interests and specialization and our needs.  

On behalf of all those who had the opportunity to meet you and hear your presentations, I want to thank you for your time and effort on our campus.  I know that you had a busy schedule while at Kalamazoo, but hope that you found it rewarding as well.

[Closing for all unsuccessful applicants and candidates]
Best of luck in your professional endeavors and thank you for your interest in Kalamazoo College.

Sincerely,

W. Robert Batsell, Ph.D.

Associate Professor and Chair, Psychology

SAMPLE CANDIDATE SCHEDULE

Developmental Psychology Candidate
Wednesday, February 18
9:33 pm
Arrive on Northwest 1008; R. Batsell, Psychology (Search Committee Chair) will pick up and drop off at Hall House.

Thursday, February 19

8:00 am
Breakfast with R. Batsell, Hall House Bed & Breakfast
10:00
Gary Gregg, Psychology (Search Committee member)

11:00
Kim Cummings, Director of HDSR & Kiran Cunningham, Anthropology (Search Committee member)

12:00 pm
Lunch with selected faculty

2:15
Gail Griffin, English & Carol Anderson, Religion (Search committee members)

3:15
Free time to prepare for talk

4:00
Public talk, President’s Lounge

6:00
Dinner with Search Committee at Gary Gregg’s home

Friday, February 20
8:00 am
Breakfast with students

10:00
Dr. Wilson-Oyelaran, President

11:00
Tour of Psychology facilities

11:30
Lunch with Karyn Boatwright & Siu-Lan Tan, both Psychology

1:15  pm
Developmental Psychology class, O/U 408

2:45
Bob Grossman, Psychology (Search Committee member)

3:45
Jan Tobochnik, Interim Provost

4:30
R. Batsell, Department Chair

5:00
Depart for airport – R. Batsell

�	Standard wording in bold, optional  in italics.


See other side for sample position description.






