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3.19.1 Guidelines for Faculty and Administrative Searches 
 
 Introduction 
 
 Special Considerations 
 

University policy and accreditation standards: 
 

$ each faculty member be proficient in spoken and written English.  Certification of such 
proficiency must be provided by the Departmental Chair and Dean prior to the appointment. 

 
$ each full- or part-time faculty member has completed AT LEAST 18 graduate semester hours in 

the teaching discipline, and 
 

$ hold AT LEAST a Master’s degree, or holds the minimum of a Master’s degree with a major in 
the teaching discipline, 

 
$ or justify, in exceptional cases, outstanding professional experience. 

 
All faculty search committees are asked to assure compliance with these minimum requirements 
during the applicant screening process BEFORE interviews are requested.  Official transcripts must 
be a part of the completed file which is forwarded to the President when the candidate is 
recommended for appointment, so requiring them early saves time in the final appointing process and 
enables the Committee to ensure compliance with minimum requirements.  Also, spoken and written 
English proficiency should be critically evaluated through written evaluation materials and through 
telephone interviews of those applicants making the short list.  No full-time or part-time faculty will 
be appointed who do not meet these criteria. 

 
This document is meant to serve as a guideline for deans, department chairs, and search committees 
involved in filling vacant or new faculty and administrative positions within the Academic Affairs 
division.  A separate policy governs searches for endowed chairs.  In the following step-by-step 
procedures, items marked with “REQUIRED” are actions mandated by the University Affirmative 
Action Plan, by consent decrees, and by federal, state, and immigration laws.  All correspondence, 
including advertisements, brochures, and flyers must include the Affirmative Action/Equal 
Opportunity/M/F/D statement. 

 
All efforts to fill academic positions will be directed toward choosing the most qualified individual 
based on professional qualifications, personal integrity, and affirmative action/equal opportunity 
considerations.  These procedures are designed to assist academic personnel in completing the search 
process in an efficient and effective manner. 

 
While affirmative action and consent decree requirements have been incorporated into the following 
procedures, this does NOT replace the need for all persons concerned to be familiar with the 
University Affirmative Action Plan, consent decree requirements, and state and federal laws.  Deans, 
department chairs and their representatives are responsible for implementation of the University 
Affirmative Action Plan, compliance with federal and state laws, and consent decrees. 
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3.19.2 Searches for Tenure Track Faculty  
 

1. Responsibilities of Department Chair 
 

$ Analyze departmental needs, with input from faculty, to determine the type of individual 
needed. 

 
REQUIRED  Complete Academic Affairs Form #1: Request Authority to Fill Existing Faculty 

Vacancy/Request for New Faculty Position and forward it through administrative channels, i.e., 
chair to dean, dean to Senior Vice President for Academic Affairs. 

 
REQUIRED  All search committees must have at least 25% female representation.  If it is not possible to 

meet the 25% female requirement within a department, faculty members from another 
department should be included. 

 
2. Responsibilities of Search Committee and Department Chair 

 
REQUIRED   Use the Search Committee Checklist form as a guide throughout the search process. 
 

$ Determine and specify in writing the minimal qualifications, as well as any specific 
requirements, for an acceptable applicant.  Usually, the qualifications are those that would 
suggest a reasonable expectation that the applicant could achieve tenure in his/her discipline. 

 
$ Set up a tentative schedule for the screening process. 

 
REQUIRED  Prepare an announcement/advertisement for the position to include: 
 

position, rank, discipline 
starting date 
minimal credentials required 
application materials required (letter of interest, vita, transcripts, etc.) 
closing date for applications 
AA/EEO/M/F/D statement 

 
REQUIRED  Advertise the position in the Chronicle of Higher Education and the Affirmative Action 

Register. 
 

$ Forward requisitions for each advertising source, with attached advertisement, through the 
administrative channels. 

 
$ Notify other universities/agencies of the vacancy. 

 
$ Circulate position announcement on campus, if applicable. 

 
REQUIRED  Check the Directory of Minority PhD and MFA Candidates and Recipients (also referred to as 

CIC Directory) and the Minority and Women Doctoral Directory, which are available in the 
Office of Academic Affairs for doctorally-prepared minority candidates. 

 
$ Begin preparing for arrival of applications. 
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REQUIRED  Start a list of all applicants/nominees received with name, address, and telephone number.  

This information is required for the Affirmative Action Report, which is filled-out at the 
conclusion of the search.  

 
REQUIRED  Create a file immediately upon receipt of each application/nomination.  These files must be 

retained for at least three years. 
 
REQUIRED  Send an acknowledgment letter citing the requirements for a completed file, i.e., Biographical 

Data Form, three  letters of reference, curriculum vitae, and official transcripts (cannot be 
“issued to student”) from degree awarding institutions of higher learning.  Enclose the 
Biographical Data Form and an Affirmative Action Card.  The letter should also include the 
statement “Proof of U.S. citizenship or other authorization to work in the United States will be 
required within three (3) days after employment”. 

 
$ Letters of reference must be signed by the referee.  Take care to ensure that all information 

provided by referees is kept confidential. 
 

$ The Biographical Data Form must be signed by the applicant and must contain information 
concerning his or her eligibility to work in the United States. 

 
$ Select two (2) or three (3) candidates to recommend to the dean for a campus interview after 

the screening and evaluation process is completed. 
 
$ Contact candidates, who have been approved by the dean, and invite them to campus.  Make 

arrangements for lodging, interview schedule, meals, escorts, etc., and distribute the 
information to all interested parties. 

 
$ Schedule interviews with the following individuals: 

 
Search/Screening Committee 
department faculty 
department chair 
college dean 
Senior Vice President for Academic Affairs (for Department Chair and others as deemed    
      appropriate) 
President (for department chair and others as deemed appropriate) 
 

$ Schedule a scholarly presentation and teaching demonstration to be made by the candidate 
where appropriate. 

 
$ Conduct interviews.  A specific interview process must be determined prior to the actual 

visit.  A paper trail is always advisable. 
 

$ Note:  University policy and accreditation standards require that all persons appointed to the 
faculty must be proficient in spoken and written English.  Search Committees should attempt 
to do as much as possible to determine such proficiency through careful evaluation of written 
application materials.  Also, English proficiency should be critically evaluated through 
telephone interviews of those applicants making the short list. 
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$ Solicit reactions from those people who meet with the candidate(s) during the interview 

process. 
 

$ Evaluate candidates, including the solicited responses. 
 

$ Prepare a report to submit to the department chair listing the strengths and weaknesses of 
each interviewed candidate, along with the recommendation to appoint or not to appoint. 

 
REQUIRED  Complete the Affirmative Action Report and forward it to the department chair who will 

forward it through administrative channels to the Office of Academic Affairs.  Supporting 
documentation should be attached to the report: the listing of names, addresses and telephone 
numbers of all applicants, advertisement copy, recommendations, evaluations, and any other 
pertinent information relating to the search/screening. 

 
REQUIRED  The department chair will forward all the materials from the Search Committee as well as 

his/her own recommendation for appointment to the dean of the college. 
 

$ The Search Committee and chair recommendations, which are sent to the dean, will be used 
for recommending candidates for appointment to the Senior Vice President for Academic 
Affairs and should include completed files of interviewed candidates, and perceived 
strengths and weaknesses of each candidate, stating whether or not the candidate is 
acceptable with justification for the preferred candidate(s). 

$ When/if a candidate is recommended for appointment, and after the appointment letter has 
been issued and the appointment accepted by the candidate, the Search Committee should 
notify all other applicants that the search has been successfully completed. 

 
3.19.3 Searches for Non-Tenure Faculty 
 

Searches for non-tenure track full-time and part-time faculty are the same as for tenure-track with the 
exception that advertising may be done on a local or regional basis rather than a national basis.  If the 
search is confined to the local/regional area, advertisement must be done in the Mobile Register and 
in the Mobile Beacon (or similar publication that reaches a predominantly African-American 
audience).  If the search for a non-tenure track position is advertised nationally, then it must be 
advertised in the Chronicle of Higher Education and in the Affirmative Action Register.  Also see 
Chapter 3 Section 3.19.2 (full-time) and Chapter 3, Section 3.8.2 (part-time) for more detail. 
 

3.19.4 Unsolicited Applications for Faculty Positions 
 

Each department/academic unit should have established a policy for dealing with unsolicited 
applications and faculty position inquiries.  Several possible options are suggested below: 

 
1. If an unsolicited application is received and no suitable position exists, the inquiry should be 

acknowledged by the department accordingly. 
 

2. All unsolicited applications should be kept on file for 90 days.  Applicants should be informed 
that materials are retained for a 90-day period and after 90 days, a new application is required if 
the applicant wishes to be considered for future vacancies. 
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3.19.5 Searches for Departmental Chairs 
 

Searches for department chairs should follow the same procedures as specified for tenure-track 
faculty positions with the following exceptions: 

 
REQUIRED The dean will submit the initial request for a search (Academic Affairs Form #1) and will 

recommend names for the search committee on that form.  The committee should include a chair 
from another department as a member of the committee.  As with all committees, the 
composition must be 25% female. 

 
$ Interviews with other department chairs in the college and with the deans (or their representative) 

from other colleges served by the department concerned should be included. 
 

$ The recommendation for appointment should include the recommendation for faculty rank as 
well as the recommendation for appointment to chair. An appointment letter will be issued 
identifying separate aspects of faculty and chair positions. 

  
3.19.6 Academic Administrative Searches 
 

Searches for administrators should follow the same procedures as specified for tenure-track faculty 
and chair searches with the following exceptions: 

 
$ The President will appoint the search committee for vice presidents, deans, and directors.  The 

appropriate dean/director will appoint for assistant/associate deans/ directors. 
 

$ Membership of the committee should include a dean/associate dean from another college and a 
representative from the Faculty Senate.  Normally, a dean/associate dean will chair the 
committee. 

 
$ The interview process should include the opportunity for the following individuals to meet with 

the candidate(s): 
 

Search Committee 
Faculty of appropriate academic unit(s) 
Graduate Dean 
President 
Faculty Senate 
Deans and Associate Deans 
Vice Presidents 

 
$ Candidates will normally be asked to give a presentation (scholarly/philosophical) which should 

be open to all interested persons, especially the faculty members of the candidate’s discipline. 
 

$ The department in which the candidate would hold faculty rank will be asked to submit a written 
recommendation to the Search Committee concerning the tenurability of the candidate. 

 
$ The Search Committee will make recommendation to the appointing authority. 
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$ The finalist (for positions of vice president, dean, director) may be invited to visit the campus for 
a second time.  The candidate’s spouse may be included in the second visit with prior approval. 

 
3.19.7 Internal Administrative and Department Chair Searches 

 
Normally, all faculty and academic administrative positions are filled following both a nationally and 
internally advertised search process.  In certain instances, however, the University may elect to limit 
the search process for a dean, assistant/associate dean, department chair, or director to internal 
applicants.  An internal search could be justified in any of the following circumstances: 

 
$ when there is consensus that a qualified individual is already with the University’s employ and 

there is urgency to fill the position in order to prevent prolonged disruption of University 
services; 

 
$ when there is evidence that an internal search would provide an opportunity to comply with the 

University Affirmative Action Plan by appointing a qualified minority and/or female who is 
already within the University’s employ; 

 
$ when there are fiscal constraints. 

 
In such cases, the appropriate vice president, in consultation with the dean or other appropriate 
administrative head, may declare an internal search to fill a vacancy.  Internal searches should be 
conducted in the same manner as externally advertised searches with the exceptions of (1) limiting 
the position announcement to the University community, and (2) the Search Committee for internal 
departmental chair searches will be chaired by a departmental chair from another department. 

 
REQUIRED Final reporting must be made on ALL search activities using the Affirmative Action Report Form. 
 

The deans and department chairs are responsible for assuring that each full- and part-time faculty 
member meets these criteria. 
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The following statement is to be used on all University literature and informational brochures used in 
student recruitment: 

 
The University of South Alabama provides equal educational opportunities to and is open and 
accessible to all qualified students without regard to race, color, creed, national origin, sex, or 
disability with respect to all of its programs and activities. 

 
1.5.3 Affirmative Action/Equal Opportunity 
 

Introduction 
 

The University of South Alabama’s Affirmative Action Plan, implemented in September of 1973 and 
revised in March 1975, June 1982, and March 1993 is a detailed program designed to ensure the 
University’s compliance with the Civil Rights Act of 1964 and the subsequent Executive Orders 
governing employment practices in various University programs.  The University, from its inception, 
has been a signatory to the compliance provisions of the Civil Rights Act of 1964.  All contractual 
relationships involving use of federal funds and stipulatory conditions under the Civil Rights Law of 
1964 and subsequent Executive orders, including the Vietnam Era Veterans Readjustment Assistance 
Act of 1974, have been extended to and observed in all phases of the University’s activities.  The 
policies and processes to be used by the University of South Alabama in action-oriented programs 
designed to insure Equal Employment Opportunity/Affirmative Action are delineated in the 
succeeding sections of this policy. 

 
Equal Opportunity and Affirmative Action Policy 

 
The University of South Alabama is an Equal Employment Opportunity/Affirmative Action 
Employer.  The policy of the University is to affirm and dedicate itself to a primary principle of 
affirmative action and non-discrimination.  To this end, Equal Employment Opportunity/Affirmative 
Action shall be practiced in such actions as recruitment, employment, transfers, promotions, 
compensation, benefits, and other terms and conditions of employment.  The University does not 
discriminate on the basis of race, sex, religion, color, national origin, age, disability, disabled veteran 
or Vietnam Era veteran status. 

 
The University will enter building and purchasing contracts only with firms or contractors 
subscribing to Equal Employment Opportunity/Affirmative Action Regulations. 

 
It is the intent of the University of South Alabama in consonance with this policy of Equal 
Employment Opportunity/Affirmative Action, to be fair and impartial in all of its relations with 
employees and to recognize and respect the dignity of the individual.  In furtherance of this policy, 
the University, in general, maintains an environment insuring full utilization and adequate reward of 
the individual employee’s effort, achievement, and cooperation. 

 
The University will afford each and every employee a fair opportunity, impartial treatment and will 
grant advancement without prejudice in the organization as the employee’s ability warrants and as 
vacancies occur. 

 
All administrative, management, and supervisory personnel will provide leadership in support of this 
policy. 
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It is the responsibility of each member of the University community to implement the Equal 
Opportunity/Affirmative Action Policy.  However, those individuals who participate actively in 
recruitment, placement, promotion, and other crucial employment decisions have the primary 
responsibility for assuring non-discrimination in employment practices in the University.  Individual 
initiative and leadership is encouraged as the best means for attaining the goals of the Affirmative 
Action Plan. 

 
The University will work cooperatively with other educational institutions, with community 
organizations, with its contractors and suppliers, and with appropriate governmental agencies to 
promote equal employment opportunity and affirmative action in the University and in organizations 
doing business with the University. 

 
Dissemination of Equal Employment Opportunity/Affirmative Action Policies 

 
The University of South Alabama will continue to make its Equal Employment 
Opportunity/Affirmative Action policies known widely within the institution and in the surrounding 
community.  To accomplish this goal, the following actions will be undertaken: 
 
1. The University will continue to make its Equal Employment Opportunity policy known internally 

by: 
 

C including the policy in the Faculty Handbook, the Staff Handbook, and the Academic 
Administrative Operating Manual   

C publicizing the policy in the University newspaper and other media  
C conducting special meetings with executive, management, and supervisory personnel to 

explain the intent of the policy, the President’s commitment to the Affirmative Action Plan, 
and individual responsibilities for effective implementation 

C disseminating to all non-management and supervisory employees the policy explaining 
individual employee responsibilities 

C explaining the policy in employee orientation and management training programs 
C posting the policy on University bulletin boards 
C picturing both minority and non-minority men and women in publications in which 

employees are featured 
C making current employees aware of the existence of the University Affirmative Action 

program and the benefits available to them 
C maintaining copies of the Affirmative Action Plan available for review in the University 

Libraries and in the Offices of Human Resources located on the main campus and at each 
hospital. 

 
2. The University will continue to disseminate its policy externally by: 
 

C informing all recruiting sources, verbally and in writing, of University policy, stipulating that 
these sources actively recruit and refer minorities and women for all positions listed 

C incorporating the University Equal Opportunity policy in all purchase orders, leases, and 
contracts covered by Executive Order 11246 as amended 

C notifying, in writing, minority and women’s organizations, community agencies, and other 
appropriate entities on the University policy 



Search Committee Checklist 

This form is available in the office of the Dean of the University Libraries
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LIBRARY RANKING FROM FACULTY HANDBOOK 
(see Section 3.4)



3.4 Librarian Ranking 

3.4.1 Professional Librarians 

Professional  librarians  at  the  University  of  South  Alabama  shall  have  faculty  status  equivalent  in  all 
respects, including eligibility  for tenure, to that status enjoyed by those in the departments of instruction, 
but professional librarians shall not hold professorial rank per se. Although faculty status for professional 
librarians carries all the rights and privileges of the instructional faculty, three aspects of faculty status must 
not be misunderstood. First, although the ranks of professional librarians and their suggested instructional 
counterparts may  be  established,  the  rank  structure  of  professional  librarians  and  the  rank  structure  for 
members of the faculty whose primary function is instruction and research shall be denominated differently 
(see below). Second, although carrying different designations, no differences are intended, nor shall any be 
made. Third,  the ranks of professional  librarians differ  from  that of  the  instructional  staff  because  of  the 
basic difference in function. Consequently, the criteria for promotion shall be different (see below). 

The library ranks and their instructional counterparts are as follows: 

Library Rank  Counterpart Rank 

Instructor Librarian  Instructor 

Assistant Librarian  Assistant Professor 

Associate Librarian  Associate Professor 

Senior Librarian  Professor 

Rank at the time of appointment will be determined by educational credentials and professional experience. 
Only  those  with  terminal  degrees  are  eligible  for  library  rank  in  accordance  with  the  policy  of  the 
Association of College and Research Libraries, the Master's Degree in Library Science from an institution 
accredited by the American Library Association is considered the appropriate terminal degree for librarians 
employed  in  the  academic  setting.  Tenure  determinations  will  be  made  for  professional  librarians  in 
accordance with the policies in effect for the instructional ranks on an equivalent basis. Promotion in rank 
will occur on the basis of performance and merit as determined by the stated criteria for promotion, both 
general and specific, included below. 

3.4.2 Instructor Librarian 

This rank constitutes the beginning level of professional librarianship and performance of professional 
duties. Professional work performed is reviewed by a supervisor for adequacy and compliance with 
instructions. Some professional functions are performed independently but within a limited scope. 
Administrative responsibility is not required at this level. 
Minimum Qualifications: A Master's Degree  in Library Science  from  an ALA­accredited  program or  an 
equivalent terminal degree is required. This is an entry level position; no professional library experience is 
required. Persons holding  this rank may be promoted only after a minimum probationary period of  three 
years and satisfactory performance. 

3.4.3 Assistant Librarian 

This  rank  includes  all  positions  that  involve  application  of  professional  knowledge,  responsibility  for 
performance  of  others,  and  independent  professional  judgment.  The  person  in  this  position  assists  in 
policy­making  decisions  and  performs  independently;  a  supervisor  is  available  for  consultation  when 
necessary. This is the minimum rank for department heads. 

Minimum Qualifications: A Master's Degree  in Library Science  from  an ALA­accredited  program or  an 
equivalent terminal degree and at least three years of professional library experience. Persons holding this



rank  perform professional  duties with  considerable  autonomy  and  serve  their profession,  the University, 
and the community. Promotion to this rank requires evidence of significant professional contributions to the 
Library or the institution. 

3.4.4 Associate Librarian 

This  rank  independently  performs  complex  professional  duties  and  supervises  the  activities  of  others.  It 
also  requires  considerable  subject  expertise  or  depth  in  areas  of  librarianship  or  in  related  areas  of 
automation and technology with evidence of strong research potential. The person in this rank participates 
actively  in professional contributions  to  the Libraries and  the  institution, as well as attainment of a high 
level of bibliographic activities, in research, or in other professional endeavors. 

Minimum Qualifications: A Master's Degree  in Library Science  from  an ALA­accredited  program or  an 
equivalent  terminal  degree,  at  least  seven  years  of  professional  library  experience  or  four  years  of USA 
service at  the rank of Assistant Librarian, and appropriate administrative and supervisory experience. An 
additional  graduate  degree  lends  evidence  of  subject  knowledge,  although  other  evidence  may  be 
acceptable. 

3.4.5 Senior Librarian 

This rank  includes  the highest  levels  of professional responsibility.  It rank has responsibility  for  staffing 
and  assigning  duties,  for  recommending  establishment  of  or  changes  in  policy;  and  for  establishing 
procedures within the parameters of library regulations. 

Minimum Qualifications: A Master's Degree in Library Science from an ALA­accredited program or an 
equivalent terminal degree; at least twelve years of professional library experience or five years of USA 
experience at the Associate Librarian rank; demonstrated administrative and supervisory ability; and a 
subject specialization where appropriate, evidenced by a graduate degree in the subject field or the 
equivalent in training or experience. Promotion to this rank requires outstanding achievements in 
bibliographical activities, in research, or in other professional endeavors.



APPENDIX XXII 
PROMOTION AND TENURE DOCUMENT REVIEW COMMITTEE MEMBERS 

1988 Committee 
Sister Mary Peresich, Chair 
Joaquin Holloway 
Barbara Shearer 
Jerry Wright 

1990 Committee 
Mary Engebretson, Chair 
Eugene Sullivan 
Pat Rodgers 
Sister Mary Peresich 

1992 Committee 
Joaquin Hollaway, Chair 
Judy Burnham 
Mary Engebretson 
Vera Finley 

1994 Committee 
Vera Finley, Chair 
Ann Taylor Blauer 
Geneva Bush 
Pat Ramage 
Jan Sauer 

1998 Committee 
Ann Taylor Blauer, Chair 
Geneva Bush 
Vera Finley 
Sally Murray 
Vicki Tate 

1999­2000 Committee (Ad Hoc, Appointed by VP Covey) 
Geneva Bush Staggs, Chair 
Anne Taylor Blauer 
Mary Engebretson 
Tom Williams 
Richard Wood 

2001 Committee 
Sally Murray, Chair 
Judy Burnham 
Hannelore DuBose 
Vicki Tate 
Kathy Wheeler 

2005 Committee 
Vicki Tate, Chair 
Kathy Wheeler, Secretary 
Judy Burnham 
Dennis Guion 
Jie Li




