Unclassified Search Process Frequently Asked Questions
1. I need to fill a faculty position. How do I get started? 
Complete and submit the forms below to request Cabinet and President Davenport’s approval to fill a position.
· Vacant Position Review Form (Cabinet)
· Position Requisition Form - Unclassified
2. What is the required number of search committee members? 
The number of search committee members should consist of at least three (3) individuals. Special attention should be taken to ensure that the committee is diverse and includes a person from outside the department, which may also include a student.
3. Where do we have to advertise for a faculty search? 
Depending on the scope of the search there are different levels of advertising. For IFO probationary/tenure positions, a national search would be required along with a print ad in a national publication.  Other Administrator or MSUAASF positions should include at least one national publication. A regional search should include advertising resources outside Minnesota. Special efforts should always be made to outreach to women, minorities, and individuals with disabilities. 
4. What is the process for creating and submitting a job posting (previously known as a Notice of Vacancy)?
When creating a job posting, keep in mind that the minimum qualifications for the position should be clear and specific to the position, if applicable, matching the position description. Once we post the position, those qualifications are what we have to follow when selecting candidates to move forward in the search process. 
The search chair, along with the search committee, should submit the following materials to the Dean/Vice President, including: 
· Draft job posting
· Recruitment plan
· Draft applicant screening forms, reference check questions and interview questions
The Dean/Vice President will review and forward to Human Resources who will review the materials and return to the Dean/Vice President with suggested changes. The Dean/Vice President will provide the final approval and notify the search chair of any changes. 
The search chair can also submit a draft job posting one of the following two ways:
· Online at: http://www.mnsu.edu/humanres/jobpost/ (The draft job posting will be submitted to Brittany Adrian in Human Resources); or,
·  Send the draft job posting in an email attachment to Brittany Adrian in Human Resources
NOTE:  If you submit the draft job posting either of the two ways listed above, the Dean/Vice President will still need to approve the posting before the position is posted. 
5. I know who I want to hire, do I have to do a search? 
While there are times in which a search waiver may be an option, knowing who you want to hire is not a valid reason. In most instances, you will need to conduct a search to fill a vacancy.   Possible reasons and procedures/forms for search exemptions can be found in the Search Process Handbook at:
 http://www.mnsu.edu/humanres/search/withoutsearches.html  
6. We have an internal candidate. How involved should that person be in the search process? 
To maintain the integrity of the search process, internal candidates need to be treated with the same consistency as external candidates. If there is an event that an external candidate could not attend or participate in, then as a rule of thumb an internal candidate should not be invited to engage in that activity. Inviting the internal candidate to activities in which they may be able to assess the competition provides an unfair advantage to the internal candidate. An exception to this general principle is when an internal candidate has been removed from further consideration (i.e. did not meet the minimum qualifications for the position). Alternatively, it is important when establishing itineraries for campus interviews that you provide internal candidates with opportunities to meet with the same constituent groups as external candidates. 
7. Can we consider an internal candidate prior to or instead of external applicants?
Pursuant to the IFO/MnSCU Agreement, Article 21, Section A, Subd. 2, current faculty members are entitled to “prior consideration” for probationary positions.  This opportunity only applies to IFO positions and details on how and why prior consideration can be applied is available in the Search Process Handbook at:  http://www.mnsu.edu/humanres/search/priorconsideration.html 
8. We advertised for an Assistant Professor, however, we want to offer our top candidate a full Professor position.  Is this allowed? 
No. We cannot advertise at one rank and hire at a higher rank. If other candidates were aware that we were willing to consider candidates at the higher rank, they may have applied and our applicant pool may have been substantially different. If there is a possibility that you may consider multiple ranks, you are encouraged to explore this option with the Vice President/Dean and Human Resources prior to seeking approval to fill an open position. 
9. Do search committee members have to complete Affirmative Action/Human Resources training? 
Yes. All members of search committees seeking to fill unclassified positions will need to complete the required search committee training, which is provided jointly by Affirmative Action and Human Resources each academic year.  Once a position has been approved and posted, the search chair can contact Affirmative Action to schedule this training session.
10. What is my role as a search committee member regarding confidentiality of applications and supporting materials?
Search committee members have access to private personnel data and each search committee member must take all necessary precautions to safeguard this information.  Maintaining confidentiality is a legal requirement, as well as, a professional courtesy; leaking information to people not involved in the search process may cause the loss of high quality applicants.
All information contained within applications and supporting materials are considered “personnel data” under the Minnesota Government Data Practices Act (MGDPA.)  Data privacy violations can create legal institutional liability (MSU) and personal liability (search committee members.)  
The MGDPA states that “Any person who willfully violates the provisions of this chapter or any rules adopted under this chapter is guilty of a misdemeanor.  Willful violation of this chapter by any public employee constitutes just cause for suspension without pay or dismissal of the public employee.”  In addition, MSU could be subject to civil damages for MGDPA violations.  Always consult with the search chair before releasing any search related information.
11. Can a member of my department, who is not on the search committee, view applications and supporting materials? 

Access to application materials and other search committee screening information is limited only to search committee members and hiring officials. Access does not include other members of the department/college/unit who are not a search committee member. Thus, if an employee(s) within your department/college/unit wish to review all applicant information, the employee(s) would need to be an assigned search committee member, who would also be required to go through the search training, as noted in #9 above.  Once an applicant becomes a finalist, certain information is available to non-search committee members including: name, veteran status, relevant test scores, rank on eligible list, job history, education and training and work availability. 
12. Are applications and supporting materials considered confidential forever?
Yes and no.  Under the Minnesota Government Data Practices Act, certain personnel data are private forever, while other personnel data on applicants and employees is public information and can be disclosed.  The identity of applicants is permanently confidential except for applicants that agree to become finalists, as determined by the search chair.  Names of non-finalists/applicants must never be released or shared with others even after the search process is complete. However, certain non-identifying information about all applicants is public; however, it must be separated out from information that would identify an applicant.  One example is affirmative action related data that is used in summary form as part of monitoring MSU’s Affirmative Action Plan.  
Confused? Always consult with the search chair who, in coordination with the President’s Office and Human Resources, will determine what and when such information can be released. 
13. If I had cabinet approval to post a position for X, but that resulted in a failed search, can I assume that this approval can be used to search for the same position (or do I have to get cabinet approval again)?

No. First, the Cabinet members will make a recommendation to President Davenport who is the final approving authority.  If a position has resulted in a failed search, the hiring department/manager will need to submit new required materials, as outlined in #1 above, and go through the approval process again.
