




 
 
 
 
 
School of Biological Sciences 

List of Best Practices 



School of Biological Sciences Faculty Recruitment 
Best Practices for Achieving Diversity 

Department Chair 

• Selection and evaluation of Chairs/Directors should include commitment 
and effort to promote diversity among the faculty 

• Select search committee with diverse membership, if necessary include 
underrepresented faculty from other appropriate departments 

• It may be necessary to lighten the load of underrepresented faculty 
members in the areas of service and or teaching in order to insure 
they are not overly burdened 

• Make committee members aware of labor-intensive, proactive role 
for a successful search 

• Provide search committee with best practices recruitment packet 
• Understand one's own biases and unconscious preferences 
• Discuss the need for proactive recruiting and the desirability of 

achieving faculty diversity 
• In making the decision as to the area in which to recruit be aware of 

areas in which women and minorities are well-represented 
• When possible cluster hire, either within your department or in 

conjunction with other departments- several positions in broad area 
leads to larger pool 

• Complete Form AP-82 form (search plan and advertisement) and 
forward to Dean for approval 

• Following approval place advertisement in appropriate venues 
• Keep Dean's office updated on progress of the search, particularly 

individual candidate's needs (partner position, childcare, housing, 
etc.) 

• Provide the Dean with files and seminar times for all short-listed 
candidates and the Dean will attempt to meet with as many of these 
candidates as possible 

• Dean meets with final candidate and determines individual candidate's 
needs, such as partner position, childcare, housing, etc. 

• Complete Form AP-80 (search activities statement) and forward to 
Dean for approval before a tentative offer is made to the candidate 
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Search Committee/Department 

• Review the Faculty Applicant Survey Tracking (FAST) document 

now required for all ladder-rank recruiting 

• Each member read MIT report and Georgi article on "Unconscious 

Discrimination" 

• Be aware of the School of Biological Science's recent recruitment 

history in the context of other biology schools as well as our official 

goals for achieving equity (see data in packet) 

• Compose an advertisement with the position described as broadly as 

possible 

• Identify professional societies, graduate programs, web sites and list 

servers for specified groups 

• Encourage personal contact with colleagues by developing a 

mailing list 

• Non-ladder rank academics (Lecturers, professional researchers and 

postdoctoral fellows) should be viewed as potential candidates 

(both campus-based and system wide) 

• Meet with Dean to discuss goals 

• Carry out search in a timely, professional manner, so as not to lose 

"excellent" candidates 

• Evaluate candidate's performance, research and teaching goals, not 

reputation 

• Short list of candidates made with consideration of appropriately 

diverse composition relative to the pool 

• Conduct interview with emphasis on research and teaching performance 

and goals, less emphasis on former institution 

• Be mindful of gender-biased perceptions (found in letters of 

recommendation, etc.) 

• Focus on substance, not style, evaluating individual's creativity, 

intellectual curiosity, dedication, and perseverance, not assertiveness 

and single-mindedness 

• When final candidate selected be aware of variable negotiations styles 

and the need to be flexible in the hiring process 
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Sample Letter of Acknowledgement to Applicant for Faculty Position 
 
 
 
 
 
Date 
 
 
 
 
Name 
Address 
 
Dear Applicant: 
 
Your application materials for the faculty position in the Department of     have 
been received and forwarded to the appropriate search committee for review.   If you are selected for 
interview, you will be contacted.  (by mid-October.) 
 
The University of California is an Equal Opportunity Employer committed to excellence through diversity.  
In order for us to assess the effectiveness of our outreach efforts, we are asking applicants to complete a 
confidential online survey.  The information regarding gender and ethnicity will help us to evaluate the 
recruitment methods that are currently utilized and to identify the primary sources for generating 
applications for advertised positions.  Submission of this information is voluntary and will not be a 
consideration in any decision about your candidacy for this position.  The survey form for this recruitment 
is available at the following URL:       Thank you for taking the time to respond. 
 
Your interest in a faculty position in the School of        is 
appreciated. 
 
Sincerely, 
 
 
 
Name 
Title – Chair/Director  
 



 

 

Academic Applicant Data Request 
The purpose for the requested information is to assure compliance with Federal and state Equal Opportunity and Affirmative Action
requirements. Individually-identifiable information WILL NOT be provided to the department conducting the search nor to any member of
the search committee for this position See note below 

Name

Last:  First:  M.I.:  

Gender and Ethnicity 
Gender:

Male
Female 

Ethnicity: 
Click on group name for expanded Federal or state definition. If two or more ethnic categories are applicable, choose the
one category with which you most closely identify.

 BLACK / AFRICAN-AMERICAN (not of Hispanic origin)
 ASIAN or PACIFIC ISLANDER
 AMERICAN INDIAN or ALASKAN NATIVE
 HISPANIC
 WHITE (not of Hispanic origin) 

How did you hear about the position? 

UCI Website
Professional Organization
Posted Announcement
Chronicle of Higher Education
Professional Journal / Bulletin
Other 

  

Please read the following: 

A. Privacy Notification: The state of California Information Practices Act requires the University to provide the following information to
individuals who are asked to supply information about themselves: 

1. The University of California, Irvine, is a Federal contractor and, therefore, must comply with Affirmative Action regulations issued
pursuant to Executive Order 11246, Federal Revised Order No. 4, Section 503 of the Rehabilitation Act of 1973 and Section 402 of the
Vietnam Era Veterans Readjustment Assistance Act. 

2. Furnishing the information requested is voluntary. There is no penalty for not providing the information. 

3. The local campus official responsible for maintaining the information you supply is the Director of the Office of Equal Opportunity and
Diversity, who may be contacted at: 4500 Berkeley Place, UCI, Irvine, CA 92697-1130. Phone: (949) 824-5594. 

B. Purpose: The primary purpose for the requested information is to report aggregate data to federal agencies (not for individual applicant
identification.) 

C. Policy: The University of California prohibits discrimination against or harassment of any person employed by or seeking employment
with the University on the basis of race, color, national origin, religion, sex, physical or mental disability, medical condition (cancer-related
or genetic characteristics), ancestry, marital status, age, sexual orientation, citizenship, or status as a covered veteran (special disabled
veteran, Vietnam Era veteran, or any other veteran who served on active duty during a war or in a campaign or expedition for which a
campaign badge has been authorized.) 

The University of California is an affirmative action/equal employment opportunity employer. The University undertakes affirmative action
to assure equal employment opportunity for minorities and women, for persons with disabilities, and for special disabled veterans, Vietnam
Era veterans, and any other veterans who served on active duty during a war or in a campaign or expedition for which a campaign badge
has been authorized. University policy is intended to be consistent with the provisions of applicable State and Federal laws. Inquiries
regarding the University's equal employment opportunity policies may be directed to: Office of Equal Opportunity and Diversity,4500
Berkeley Place, UCI, Irvine, CA 92697-1130. Phone: (949) 824-5594. 

Developed by the Office of Academic Affairs
Questions regarding this web page should be sent to eod@uci.edu 
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