Temporary Part-Time Faculty (TPTF)

Search and Hiring Procedures


 (This procedure is not to be used for full-time employment)PRIVATE 

NOTE:
The following materials for each department which utilizes Temporary Part-Time Faculty (TPTF) should be on file 

as a pre-approved template:  (1) Job Description, (2) Essential Functions Form, (3) Minimum Selection Criteria, and

(4) Interview Questions.

Procedures for responding to unsolicited applications for temporary part-time positions:


1.
Department
 FORMCHECKBOX 

Sends a letter of acknowledgment and an Equal Employment Opportunity Data Collection form to all unsolicited applicants and requests additional information, if needed, to complete the application.

2.
Department
  FORMCHECKBOX 

Department confers with Dean regarding unsolicited applicants that do not meet required qualifications; the Dean and Social Equity & Diversity review; Department then notifies the unsolicited applicant that no position currently exists for a person with his/her qualifications.

3.
Department
  FORMCHECKBOX 

As the department considers unsolicited 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 TPTF with their qualifications.

Identification of TPTF:

1.
Department 
  FORMCHECKBOX 

Identifies need
  FORMCHECKBOX 

Submits request to School Dean for approval


a.  School Dean
  FORMCHECKBOX 

Renders decision whether or not to fill a need.

2.
Dean & Department
  FORMCHECKBOX 

Decides whether to conduct a search or hire someone whose materials are on file in the department.

If the intent is to hirer someone whose credentials are on file:

1.
Department
 FORMCHECKBOX 

Determines whether anyone with information on file is qualified and has either prior teaching experience at Millersville or has successfully completed the interview process.

i) If qualified then the department will vote and make the recommendation to the Department Chair and then the School Dean.  [Department proceeds to step #2 in this section of the check sheet.]  NOTE:  This presumes individual is on approved department list.

ii) If individuals have applied and appear qualified, but have not been interviewed, then the TPTF Information Sheet and the TPTF Interview Approval Signature Page must be completed and submitted to the School Dean.  After notification of approval from the School Dean to interview has been received, the department follows steps #6 - #10 in the (If the decision is made to conduct a search, the department will proceed to the following( section of this check sheet.

2.
Department
 FORMCHECKBOX 

Makes recommendations to the Dean by submitting Faculty Appointment Form.


a.
School Dean
 FORMCHECKBOX 

Submits Faculty Appointment Form to the Office of Social Equity & Diversity.


b.
Social Equity & Diversity
 FORMCHECKBOX 

Submits Faculty Appointment Form to Provost.

3.
Provost
  FORMCHECKBOX 

Notifies Department of the Appointment Form approval.

If the decision is made to conduct a search the department will proceed to the following:

1.
Search Committee & Dept. Chair
  FORMCHECKBOX 

The Department, Dean, or Social Equity & Diversity Office determines if a meeting is necessary to review the search process.

2.
Department Chair
Submits to the Dean:


 FORMCHECKBOX 

Personal Requisition

  FORMCHECKBOX 

Job Description
 FORMCHECKBOX 

Ad Copy

 
 FORMCHECKBOX 

Essential Functions Form


 
 FORMCHECKBOX 

Minimum Selection Criteria and Interview Questions (If a department makes any changes to pre-approved forms or interview questions, these changes must be highlighted).


a.
School Dean
 FORMCHECKBOX 

Forwards the Personnel Requisition form and the packet of approved forms to the Office of Social Equity & Diversity.


b.
Social Equity & Diversity
 FORMCHECKBOX 

Forwards the Personnel Requisition form and the packet of approved forms to the Provost.


c.
Provost
 FORMCHECKBOX 

Forwards the original Personal Requisition form and a copy of the packet of approved forms to Human Resources; a copy of the packet to the School Dean; and the original packet of approved forms to Social Equity & Diversity.


d.
Human Resources
 FORMCHECKBOX 

Places the ad(s).

3.

Department
  FORMCHECKBOX 

Receives and Tracks the applications.

4.
Department
  FORMCHECKBOX 

Responds to the applicants by sending a letter of acknowledgment and an Equal Employment Opportunity Data Collection Form.

5.
Department
  FORMCHECKBOX 

Confers with Dean regarding applicants that do not meet the required qualifications listed in the ad; the Dean and Social Equity & Diversity review.

6.
Department
  FORMCHECKBOX 

Department submits a copy of the TPTF Information Sheet to the Dean.  The Dean will forward copy to Office of Social Equity & Diversity.  The department then identifies when it is ready to interview and submits a copy of the appropriate TPTF Information Sheet, either a comprehensive list or a sub-disciplinary list with names, qualifications, and departmental decision of individuals to interview. Indicate efforts to provide equal opportunity, i.e., newspaper(s), professional journal(s), list server(s), networking along with the Approval Signature Page to the Dean.


a.
School Dean
 FORMCHECKBOX 

Submits above materials to the Office of Social Equity & Diversity.


b.
Social Equity & Diversity
 FORMCHECKBOX 
 
Submits above materials to the Provost.


c.
Provost
 FORMCHECKBOX 

Notifies the Dean of final approval.


d.
School Dean
 FORMCHECKBOX 

Notifies the department of approval.

7.
Department
  FORMCHECKBOX 

Notifies candidates to be interviewed for each position.  (Normally a minimum of three candidates is interviewed, if three candidates are available.

8.
Department
  FORMCHECKBOX 

Each applicant who has a successful 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 TPTF information sheet, and must be forward to the School Dean.

9.
Department Chair
  FORMCHECKBOX 

After interviews, 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 copies of original transcripts.


a.
School Dean
 FORMCHECKBOX 

Submits above materials to the Office of Social Equity & Diversity.


b.
Social Equity & Diversity
 FORMCHECKBOX 

Submits above materials to the Provost Office.

10.
Department
 FORMCHECKBOX 

Notifies applicants of their current status:  1) They do not meet the minimum requirements for a TPTF position in the department; 2) There is no position currently 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. 
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