TEMPORARY PART-TIME FACULTY (TPTF)

SEARCH AND HIRING PROCEDURES


a. Each department, in accordance with the CBA and departmental policies, elects a TPTF Search Committee to conduct needed TPTF searches and respond to solicited and unsolicited applications.

1. The department identifies a need.

2. The department receives approval from the dean to fill or search for faculty to fill the identified need.

3. The department and dean decide whether to conduct a search or hire someone whose materials are on file in the department.

b. If the decision is made to conduct a search, the department follows items #4-11.

4. One or more representative(s) from the Office of Social Equity may meet with the department search committee and department chair to discuss the search process.  Consistent with this discussion, the department prepares, approves, and maintains a list of common core questions which will be asked to each candidate and which do not violate the guidelines discussed with Social Equity.  The departmental search committee submits its list of common core questions to the school dean for review.

5. The department chair submits a Personnel requisition form with the packet of forms (pre-approved or to be approved) to the school dean.  These forms include:  Job Description; Ad Copy form and Ad; Essential Functions form; and Minimum Selection Criteria.

If a department makes any changes to pre-approved

forms, these changes must be highlighted.

6. After granting approval for the search, the dean forwards the Personnel Requisition form and the packet of approved forms (see B.5. above) to the Office of Social Equity, Provost and Human Resources.

7. Human Resources places the ad(s) and the applications are received in the department.

8. The department responds to the applicants by sending a letter of acknowledgment and an Equal Opportunity Data Collection Form.  If the applicant does not meet the required qualifications listed in the ad, the department will inform the applicant after conferring with the dean.

9. When the department is prepared to interview, they submit a copy of the appropriate TPTF Information Sheet, either a comprehensive list or a subdisciplinary list (names, qualifications, department decision), for which the equity status of candidates has been identified, along with the Approval Signature Page, to the dean who forwards the above material to the Office of Social Equity who forwards the material to the Provost’s Office.  The Provost’s Office notifies the dean of final approval.

10. After notification of approval to interview is received from the dean, candidates are invited for interviews.  Normally, a minimum of three candidates will be interviewed for each position, if three qualified candidates are available.

11. Following all interviews/demonstrations, departmental evaluations, and departmental votes, the department chair completes and submits the Faculty Appointment Form along with the applicant’s letter of application, resume, three current letters of references and original transcripts.

Each applicant who has a successful on-campus interview and teaching demonstration must also receive a majority vote of the department faculty to be recommended for appointment as a TPTF.  The results of the department vote must appear in faculty minutes, and the candidate data sheet, and must be forwarded to the school dean, Office of Social Equity and Provost.

c. After the interview process is completed, all applicants will be notified of their current status:  1) they do not meet the minimum requirements for a TPTF position in the department; 2) there is no position current available for which they qualify, but their credentials will be kept on file; 3) there were a number of qualified candidates for the current position and they will be notified if a future need develops.

d. If the decision is made to hire someone whose credentials are on file:

12. The department will determine whether anyone with information on file is both qualified and has had prior teaching experience at Millersville.

13. If there are such people, the department makes a recommendation to the dean by submitting the Faculty Appointment Form.  The results of the department vote must appear in faculty minutes, and the appropriate TPTF Information Sheet, and must be forwarded to the school dean, Office of Social Equity and Provost.

14. If no one whose credentials are on file has prior teaching experience at Millersville University, but the file contains the names of individuals identified by the departmental search committee as having met the required qualifications, then the department follows items 9 – 11 above.

d. Procedure for Responding to Unsolicited Letters for Temporary Part-time Positions:

15. The department sends a letter of acknowledgement and an Equal Employment Opportunity Data collection Form to all applicants and requests additional information, if needed, to complete the application.

16. If the applicant does not meet the previously established required qualifications for a position in the department, the department will notify the applicant, after conferring with the dean, that no position currently exists for a person with his/her qualifications.

17. As the department considers the applicants for a TPTF position, based on their qualifications, the department will send an appropriate job description if one is available and a letter indicating the department’s desire to keep the applicant’s credentials on file in the event that sometime in the future there is a need for a TPTF with their qualifications.

e. TPTF Information Sheet

18. The Information Sheet may be a single list containing a comprehensive summary of all applicants on file, or separate sheets listing applicants for specific subdisciplines or teaching specialties.  The Information Sheets may be updated continually or completed immediately prior to the initial consultation with the dean (see A.3 above).  The sheets will contain data indicating how the department learned of the applicant’s interest in a TPTF position (i.e., networking, published advertisement or unsolicited letter), the candidate’s qualifications, and action taken by the department on each application.

Additional Considerations
a) Such practices as conducting interviews and teaching demonstrations at remote sites or conducting interviews and teaching demonstrations thought video-conferencing of TPTF applicants for teaching educational workshops may be accommodated upon the agreement of the department chair and school dean.  Consistency of the process among the applicants will be a continuous guiding principle for the Temporary Part-time Faculty Search Committees.

b) This policy is not designed to supercede or contradict the spirit of the McGuire Memorandum.

c) This entire search procedure will be revisited one year from the date of the agreement.
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