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A Message from our Provost:

Faculty recruitment and hiring are among the most consequential works we undertake at DePaul. The
faculty we hire today will directly shape the quality of education our students will receive for years to
come, preparing them to lead with skill and integrity in their chosen fields. Academic Affairs is deeply
grateful to each of you for your willingness to serve on a search committee. We recognize the significant
investment of time and energy that goes into crafting a compelling position announcement, recruiting a
strong candidate pool, reviewing applications, and ultimately selecting the right person for your unit.

Your work matters far beyond the hiring decision itself. The faculty member you bring to DePaul will
enrich our classrooms, drive curricular innovation, and contribute to the intellectual and cultural life of
your unit in ways that resonate with students long after graduation.

As a university community rooted in the Vincentian tradition, we are called to uphold the dignity of
every person and to foster a welcoming and inclusive academic environment. Search committees play a
vital role in this mission by ensuring that position announcements reach a wide range of discipline-
specific professional associations, networks, and affinity caucuses, thereby building a high-quality,
diverse applicant pool. Inclusive excellence is not accidental; it is the result of intentional strategy at
every stage of recruitment.

DePaul is fortunate to call Chicago home. Our location is a genuine competitive advantage — offering
prospective faculty a vibrant city, rich opportunities for research and community engagement, and a
university mission that connects meaningfully with the social issues of our time. We have much to offer
the right candidates, and we should recruit with confidence

I ask that each search committee use this guide as a resource for best practices throughout the process.
Academic Affairs is ready to support you every step of the way. Working together, we can build the
faculty our students deserve.

Sincerely,

M&a}

Russ Ivy, Ph.D.
Provost
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Introduction

Academic Affairs created this search guide to assist and advise deans, department heads, and search
committees in conducting searches for new faculty members at DePaul University. DePaul’s recruitment
efforts reflect its commitment to excellence in teaching, scholarship, and service. The mission and
distinguishing characteristics of DePaul promote a values-based education. Among these values,
inclusive excellence is a vital core component. An aggressive recruitment approach that includes
strategic and comprehensive placement of the job ad should be employed. We have a vested interest in
recruiting the most qualified faculty and firmly believe that diversity and excellence are compatible
goals. DePaul’s commitment to recruiting faculty who possess a range of abilities, life experiences,
perspectives, and worldviews will enhance the academic quality and mission of DePaul. It will also
enable us to meet the needs of our students and prepare them to live, work, and learn in a globalized
society.

Equal Employment Opportunity

As an equal opportunity employer, DePaul ensures that all qualified applicants receive consideration for
employment without regard to race, color, ethnicity, religion, sex, sexual orientation, gender identity,
national origin, age, marital status, physical or mental disability, veteran status, genetic information or
any other legally protected status, in accordance with applicable federal, state and local EEO laws.

Before the Search

Before the first search committee meeting, the search chair or department head should meet with the
Associate Provost for Diversity, Equity, and Inclusion (AP-DEI), Valerie C. Johnson, Ph.D., to receive
this faculty search guide and develop a proactive search strategy.

Search Requirements

In fulfillment of DePaul’s mission and accordance with equal opportunity guidelines, all full-time
faculty vacancies require a search process that includes a public announcement of the search (a job ad)
and recruitment efforts to attract qualified applicants. All tenure-line full-time faculty finalists must
receive an on-campus interview.

The Search Committee

This guide acknowledges shared governance principles and recognizes the expertise of faculty members,
as well as their responsibility for faculty hiring within their respective disciplines and fields. A search
committee that is dedicated to recruiting the most qualified candidate is key to an effective search. The
search committee’s composition should reflect faculty from a broad range of perspectives, backgrounds,
and experiences. The search committee is comprised of a minimum of three and a maximum of five
tenure-line faculty members, including a chairperson. Only in special circumstances and with prior
approval are term-line faculty permitted to serve on search committees. The committee members should
understand the requirements of the position, be aware of the unit’s overall goals, and be committed to
DePaul’s mission.
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Committee Charge

The dean/department head should provide clear guidelines and inform search committees about the steps
associated with the faculty search process. Every attempt should be made to review any curricular gaps
that exist in the unit, and the search committee should be reminded of DePaul’s strategic goals, which
include recruiting applicants from a range of experiences, backgrounds, and expertise.

Executing the Search Procedures

Annually, Academic Affairs solicits recruitment plans from each of the colleges. These plans represent a
forecast for the following academic year, and faculty positions are based on future projected student
enrollment trends and unit needs. At the beginning of the recruitment season, the unit’s needs are
communicated to the dean. Based on this information, the dean develops a comprehensive college
recruitment plan and submits it to the provost for consideration, possible counterproposals, and
approval. After the dean secures the provost’s approval, they will inform the unit. At the same time,
Academic Affairs readies the related search shells that the units/college administrators will use to build
out the specific requirements for each search. The logistics of the search are managed in a system
called Interfolio Search

Interfolio Search is an online faculty recruitment system designed to facilitate academic search
committee deliberations both individually and collectively. This enables continuous dialogue throughout
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the search process and helps outline the steps associated with the search. The chart below illustrates the
search flow process, which includes critical steps that must be taken to ensure that the search proceeds
promptly. Please note that job ads will not be approved and posted externally to the university’s job
board or other outlets until all search committee members have attended the faculty search workshop
offered by the AP-DEI. Please find a schedule of faculty search workshops here.

Defining a Proactive Search

A proactive search ensures the pursuit of highly qualified applicants. To this extent, the search
committee should make a dedicated commitment to recruiting a strong pool of applicants that reflects
DePaul’s commitment to excellent teaching, scholarship, and service.

The search committee should be proactive in the following ways:

1. When developing the job ad, pay special attention to attracting candidates who represent a broad
range of qualifications that are consistent with the unit’s needs. It is essential at this stage to
thoroughly assess the disciplinary and sub-disciplinary focus, the courses to be taught, and any
specific student or administrative needs.

2. Ensure that these criteria are maintained consistently throughout each stage of the search.

3. Develop a recruitment/sourcing plan and strategies to ensure a highly qualified and diverse pool
of applicants.

4. Determine the selection criteria and procedures for screening and interviewing candidates, and
the interview questions that will be asked of all candidates.

Developing a Recruitment/Sourcing Plan

Developing a recruitment/sourcing plan is vital to ensuring a robust and diverse pool of candidates. If
needed, members of the search committees should seek assistance from colleagues.

To ensure we obtain a highly qualified and diverse pool of applicants, search committees should:

e Contact colleagues at other institutions to seek nominations.

e Use discipline-specific electronic job-posting services and those that are inclusive of diverse
groups, such as caucuses or professional networks in your discipline.

e Ask faculty and graduate students to help identify prospective applicants, inclusive of women
and members of minoritized groups.

e Establish personal contacts at professional conferences that are inclusive of all groups

e Explore and utilize national and regional professional and academic organizations, journals,
conferences, and newsletters.

e Explore listservs, publications, and job referrals.

Note: All prospective hires contacted through informal channels must complete an application in the
Interfolio Search system. No applicant is afforded preferential treatment. All prospective hires are
evaluated fairly and in accordance with the qualifications outlined in the job ad.



https://offices.depaul.edu/academic-affairs/faculty-resources/Pages/Faculty-Search-Resources.aspx
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Steps in the Job Search Process

Once the search has been approved and the search committee is assembled, the search committee should
complete the following tasks to facilitate the search process:

I.

o 0N

11.

12.

13.

14.

15.

Create the job posting, which includes details associated with the selection criteria and position
requirements.

Ensure that all committee members have received faculty search training within the past two years.
Develop a discipline-specific sourcing plan to determine where the job ad will be posted to promote a
diverse pool of candidates.

Evaluate each applicant based on pre-selected selection criteria.

Select qualified first-round candidates to interview and request demographics from the AP-DEI
before beginning interviews.

The AP-DEI will review the demographics of the applicant pool, the interview pool, and the
discipline before the committee interviews candidates. This ensures that DePaul’s recruiting efforts
reached a wide array of applicants so that DePaul can be confident that it has created the highest
caliber applicant pool possible. DePaul does not consider any applicant’s race, disability, religion,
national origin, or sex or any other category of identity when making interview or hiring
decisions.

Screen applicants and select qualified finalists for final interviews and/or campus visits.

Record online disposition codes for applicants who were not selected for an interview.

Recommend final faculty candidate(s) and submit online to the dean.

. If the dean accepts the recommendation of the search committee, the dean’s office will forward the

recommendation to Academic Affairs for final approval.
The Senior Associate Vice President for Academic Operations will compile a search report,
documenting the search process and results, which will be submitted to the provost for review and
approval. The final report will compare the applicant pool with NSF NORC data related to workforce
availability and confirm that search procedures were followed.
After receiving the provost’s approval, the dean is notified of the salient terms of negotiation, which
they will draft into a formal offer to support any verbal negotiations made.
A notice will be sent from the dean’s office to proceed with negotiations, detailing the terms and
conditions of the hire.
If the candidate accepts the position, appropriate steps will be initiated by both Academic Affairs, the
college office, and Human Resources to collect and process the required paperwork.
Document the search process from start to finish and include:
* The search committee and its composition.
* The recruitment/sourcing plan (discipline-specific associations, networks, where the
committee sent the ad). Academic Affairs will automatically send the job ad to sources
listed on page 9.
» The criteria for selecting candidates.
* Hiring recommendations.
» The reason(s) for rejecting candidates (please assign disposition codes to all candidates who
were not selected in Interfolio).
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» Retain all search documents for six years as required by the records management policy —
https://offices.depaul.edu/general-counsel/services/records-management/Pages/records-

retention-schedule.aspx?dpusearchbystr=hiring

An example of the job opportunity template (aka Job Ad) is presented on the following page. There, you
will see the scope and academic criteria for the job, which the hiring unit will craft (shaded blue
section), in conjunction with the university’s standard recruitment statements (i.e., fact about DePaul,
our mission, required compensation/benefits statements, and insights about the academic calendar).

The non-shaded sections of the job template are automatically attached and managed by Academic
Aftairs for every posting.

Diverse Learning Environment Experience

In addition to the standard university recruitment statements that wrap around the academic
qualifications, crafted by the hiring unit, each applicant is also required to respond to a Diverse Learning
Environment Experience prompt:

Diverse Learning Environment Experience

Guided by an ethic of Vincentian personalism and professionalism, DePaul compassionately upholds the dignity of all members
of its diverse, multi-faith, and inclusive community. DePaul University seeks candidates with demonstrated experience working
and teaching in diverse learning environments. Please describe your experience working in such environments.

This prompt is required for all applicants, whether full-time or adjunct, and eliminates the need
for hiring units to request individual diversity statements from applicants.



https://offices.depaul.edu/general-counsel/services/records-management/Pages/records-retention-schedule.aspx?dpusearchbystr=hiring
https://offices.depaul.edu/general-counsel/services/records-management/Pages/records-retention-schedule.aspx?dpusearchbystr=hiring
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The JOb Ad (Contains a position description (including unit characteristics), required qualifications (including the opening and closing dates

of the position), and application instructions (listing all required application material)

O The hiring unit completes the
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shaded section below.

Assistant Professor — Tenure-Line Faculty Opportunity (25-26)
College of XYZ

Salary Range or Pay Grade
The salary range for this 10-month position is SXX,XXX - SXXX,XXX, commensurate
with qualifications and experience.

Description

The Department of X at DePaul University invites applications for a tenure-track
Assistant Professor in the field of XXXX. Teaching responsibilities will include
some combination of courses in ZQW and the history of the field. The successful
candidate will be poised to establish an active, independent research agenda within
their area of expertise. This candidate will contribute to Program, Department,
College, and University committees as well as engage in service within and outside
of the University, assuming leadership roles whenever possible.

Required Qualifications
Applicants should have a PhD degree in XXXX, ZQW, or TYR, or a related field.

Special Instructions to Applicants:
Review of applications will begin on May 30, XXX, and continue until the
position is filled.

The application must include: a curriculum vitae; a cover letter; at least three
contacts for letters of recommendation; and any other material based on the unit’s
needs, i.e., a research statement, highlighting both current and future directions of
research, samples of creative work, a teaching statement, etc.

DePaul University and Our Mission

As an innovative Catholic, Vincentian university anchored in the global city of
Chicago, DePaul supports the integral human development of its students. The
university does so through its commitment to outstanding teaching, academic
excellence, real-world experience, community engagement, and systemic
change. DePaul prepares graduates to be successful in their chosen fields and
agents of transformation throughout their lives. f

Guided by an ethic of Vincentian personalism and professionalism, DePaul passionately
upholds the dignity of all members of its diverse, multi-faith, and inclusive community.
Through education, creative endeavors, and research, the university addresses the great
questions of our day, promoting peaceful, just, and equitable solutions to social and
environmental challenges. Since its founding in 1898, DePaul University has remained
dedicated to making education accessible to all, with special attention to including underserved
and underrepresented communities.

Comprised of ten colleges and schools, offering 130+ undergraduate majors and 170+ graduate
programs, DePaul’s faculty challenges its students to analyze and solve real- world problems
with rigor and innovation.

As an urban faith-based institution with a diverse student body, DePaul is committed to
growing and maintaining a faculty dedicated to advancing the Vincentian mission through
research, teaching, and service. DePaul upholds a fair and equitable recruitment, interview, and
hiring process where supporting diverse populations and academic excellence are compatible
goals. Our vibrant and diverse faculty is supported through academic and professional
development resources. Successful candidates thrive and are at home in an environment where
diverse cultures and identities, ideas, backgrounds, and experiences are welcomed and
supported.

General Compensation/Benefits Statement

DePaul University has provided a compensation range that represents a good faith estimate of
what the University may pay for the position at the time of posting. The salary offered to the
selected candidate will be determined based on factors such as (but not limited to) to the
qualifications, education, experience, and training of the selected candidate, the scope and
responsibilities of the position, departmental budget availability, internal salary equity
considerations, and available market information.

DePaul University offers excellent benefits, including medical, dental, retirement, paid time off,
and tuition benefits. Further information regarding benefits can be found here:
https://offices.depaul.edu/human-resources/benefits/Pages/default.aspx.

About DePaul University’s Academic Calendar

Except for the College of Law, DePaul University operates on a quarter system. Classes in
Autumn, Winter, and Spring quarters are 11 weeks in length (including finals week), and
Summer courses, in two sessions, are typically 5 weeks in length. The College of Law operates
on the semester system. Classes in the Fall and Spring semesters are 16 weeks in length
(including finals week) and a Summer Session of 7 weeks (including final exams).



https://offices.depaul.edu/human-resources/benefits/Pages/default.aspx
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Job Ad Placement

Faculty search committees have a responsibility to recruit in their respective disciplinary fields.
Academic Affairs recognizes that members of the search committee possess familiarity with the various
associations, caucuses, and networks associated with their field. Therefore, Academic Affairs’ ad
placement does not include discipline-specific sites. Academic Affairs will automatically advertise the
faculty position with the following job recruiting sites:

» DePaul Faculty Job Opportunities Website
https://academics.depaul.edu/faculty-jobs/Pages/full-time.aspx
* Inside Higher Ed
https://careers.insidehighered.com/jobs/
* Hispanic Outlook

https://www.hispanicoutlookjobs.com/
* Higher Ed Jobs

https://www.higheredjobs.com/faculty/
» The Chronicle of Higher Education

https://jobs.chronicle.com/jobs/
» Diverse Issues in Higher Education

https://diversejobs.net/search/
* Higher Education Recruitment Consortium (HERC)

https://main.hercjobs.org/jobs/

In addition, several job sites pull from DePaul job ads:

* Indeed

*  Google Jobs

* Glassdoor

*  Metro Chicago Jobs

» It would be redundant for units to pay for ads in these sources.

» Itis vital to document where ads are placed, especially if/when the newly hired individual
requires visa sponsorship/work authorization support. Consequently, hiring units should
document all outlets, periodicals, association boards, etc., where the ad is placed.

Bringing Candidates to Campus

To ensure a fair process, faculty interviews should be structured consistently for each candidate, with the
same questions asked and evaluation criteria applied. The search committee must ensure that all
candidates are treated equally, with respect, and with dignity. All candidates who visit DePaul should
feel welcome and that DePaul is a viable career choice that values academic excellence, teaching,
research, service, and diversity. Establishing rapport and trust with each candidate during the interview
process is a vital component to achieving this objective. Again, all full-time tenure-line faculty finalists
must receive an on-campus interview.

10
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Before the interview, the search committee should:

e Review all the criteria required for the position, considering the unit’s specific needs.
e Review the position announcement to identify the primary job competencies.
e Review candidates’ application materials.
e Compose interview questions.
The Interview Process:

1. Provide candidates with an overview of the position and primary competencies.

Provide candidates with an itinerary associated with the interview, specifying the length of time

allotted to the interview process, the names of people who will conduct the interview, and those

whom the candidate will meet.

Inquire about the candidate’s technical or facility-related needs.

Conduct the interview based on established interview questions.

5. Take notes for later reference as well as the writing of the search report to be submitted to the
Provost's Office.

B w

Illegal Questions to Ask Job Applicants

It is illegal for interviewers to ask job applicants questions that pertain to age, disability, criminal record,
parental status, marital status, sexual orientation or gender identity, citizenship, national origin, race or
skin color, religion, or residence.

Sample Illegal Questions

* How old are you?

* What are your religious beliefs?

* What is your ancestry, national origin, or birthplace?

* What is your native language?

*  What is your race/ethnicity?

* Do you own or rent your own home?

* Are you single, married, divorced, or widowed?

* Do you have a disability?

* Have you ever been arrested?

* What is your sexual orientation or gender identity?

* Are you a citizen, naturalized, or native born? Are your parents/spouse citizens?
* Are you pregnant, do you have any children, or are you planning on having more children?

Important Ground Rules

Confidentiality. All search committee members must be sure (regardless of rank) that they can
confidentially share their views with colleagues. It is essential to establish clear ground rules regarding
what can be discussed with other department members outside of meetings.

11
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Arriving at decisions. The committee should decide how decisions will be reached, either by consensus
or voting. If the latter, then the committee should also determine whether absentee votes will be allowed
and whether the votes will be open or confidential.

Faculty Hierarchy. Faculty hierarchy and power structures among committee members can silence
some members while allowing others to control the search process. To avoid this, the chair and senior
committee members should draw junior colleagues into the discussion and ensure that they feel
comfortable sharing their views.

Final Note

Undertaking a search is one of the most important services to the University. DePaul appreciates the
time and commitment that search committees devote to this endeavor. As the search committee and the
department/program work through this process, they should be aware of the internal evaluation biases
that can exist throughout the search process. If you have any questions about this guide, developing a
sourcing plan, or the search procedures, please don't hesitate to contact Academic Affairs.

12
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