Academic Department Chair/Institute Director Search Guideline Operating Procedure

1. Purpose
Cornell University policy requires that certain procedures be adhered to when selecting a new academic department chair or institute/center director to ensure a talented and diverse candidate pool, and an unbiased and equitable selection process.  Additionally, there are requirements to ensure NYP engagement for any clinical department chair or director recruitment due to the close affiliation and shared clinical space between WCM and NYP.  

This document serves to consolidate all of these requirements into a single operating guideline to govern appropriate procedures and adherence for the search, review and selection of a chair/director.  This procedure should be used when:
· A new academic department or institutional center/institute is designated.
· An incumbent chair or director has either vacated or will vacate his/her role.
Note: Please advise OoF prior to beginning any search.

2. Related Documents
· [bookmark: _GoBack]The training in “Unconscious Bias”… What You Don't Know: The Science of Unconscious Bias and What To Do About it in the Search and Recruitment Process

· [bookmark: TrainLog]Unconscious Bias Training log



· [bookmark: SearchPlan]Academic Applicant Search Plan



· [bookmark: Confidentiality]Search Committee Confidentiality Agreement




· [bookmark: MemberLog]Search Committee Membership log



· [bookmark: JobProfile]Job Profile (template from SuccessFactors)


· [bookmark: EEO]EEO Statement:
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"Diversity is one of Weill Cornell Medicine’s core values and is essential to achieving excellence in patient care, research, and education. We welcome applications from candidates who share our commitment to fostering a culture of fairness, equity, and belonging. Weill Cornell Medicine is an Equal Employment Opportunity Employer, providing equal employment opportunities to all qualified applicants without regard to race, sex, sexual orientation, gender identity, national origin, color, age, religion, protected veteran or disability status, or genetic information.”
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3. Procedure- (Please advise OoF prior to beginning any search)
	Step
	Procedure  

	1
	The Dean appoints the chair of a search committee for chair or director of a non-clinical department, institute, or center. If the search is for the chair of a clinical department, institute, or center (henceforth called “clinical unit”), the Dean and the NYP President select the chair.

	2
	The Dean and NYP President (if a clinical unit), in consultation with the search committee chair, decide whether a search firm will be retained

	3
	If a search firm is to be retained, the Dean, and NYP President (if a clinical unit), in consultation with the search committee chair and WCM Human Resources (HR), selects the search firm.

	4
	The search committee membership is constituted by the Dean, NYP President (if a clinical unit), and search committee chair, in consultation with the Office of Diversity and Inclusion (ODI) and Office of Faculty (OoF).  The search committee must consist of senior faculty from diverse backgrounds and should aim to be balanced with respect to race/ethnicity and gender.  The Search Committee Membership Form should be sent to the Office of Faculty (Ms. Carolyn Hill; cah2010@med.cornell.edu). 

	5
	Each committee member must sign a Confidentiality Agreement to be allowed to participate.  The committee chair will forward all agreements, along with other search committee documents, to the Office of Faculty (Ms. Carolyn Hill; cah2010@med.cornell.edu).

	6
	The search committee is charged by the Dean and NYP President (if a clinical unit).

	7
	All members must complete the training related to “Unconscious Bias” using the  AAMC’s course entitled “What You Don't Know: The Science of Unconscious Bias and What To Do About it in the Search and Recruitment Process”
If a committee member has completed this training within the last year, then it is not required again.  The Unconscious Bias Training form should be signed by all committee members and sent to the Office of Faculty (Ms. Carolyn Hill; cah2010@med.cornell.edu).  

	8
	Search committee members may be given specific assignments by the search committee chair.  Examples of such assignments may include discussion with national leaders in the field, contact with relevant national or international societies, request for nominations from affinity groups (e.g., historically black institutions and minority medical societies or similar organizations), or other personal communications.

	9
	A position description is drafted by the search committee chair in consultation with search committee members, the Dean, and NYP President (if a clinical unit), OoF and ODI.   The position description should be sent to the Office of Faculty (Ms. Carolyn Hill; cah2010@med.cornell.edu). 
Note: If a Search Firm is used, then the firm will develop the description with input from the committee.
Position description must include:
i. Description of WCM and the department
ii. Job description
iii. Requirements and qualifications
iv. Application process
v. EEO statement

	10 
	The CAO/DA submits the position through the position creation process.  Once the position is created in SuccessFactors, the link will be generated and provided to the search committee chair for recruitment purposes.  All candidates considered will need to use the link to apply.  This information will generate the Affirmative Action log that will be maintained by HR.
Note: Applicants are said to be ‘considered’ for the position once they have met the minimum qualifications established by the Committee.

	11
	The search committee chair develops a written search plan in consultation with the search committee members, search firm (if one has been retained), Dean, NYP President (if a clinical unit), the ODI (may be engaged, but is not typically part of the search process), and OoF.  The search plan must include specific measures designed to maximize opportunities to recruit applicants who identify as under-represented in medicine (URiM).  The search plan will be kept on file in the OoF (Please send to Ms. Carolyn Hill; cah2010@med.cornell.edu).  
Considerations are made for the following items:
i. Advertisements in target publications with diverse audiences
ii. Personal networking
iii. Determination of external search firms

	12
	All documentation for the search must be sent to the OoF for appropriate retention and compliance (Ms. Carolyn Hill; cah2010@med.cornell.edu).
i. Names of search committee chair and members
ii. Documentation of completion of unconscious bias training
iii. Search plan
iv. List of applicants
v. Documentation of confidentiality agreement by all committee members
Note: Documents must be retained for 3 years from the date the position is filled; therefore, the date that the appointment is approved.
If a Search Firm is used, then the Search Firm is responsible for maintaining the documentation for WCM for the 3 years, but copies should be sent to the OoF.

	13
	A search announcement letter is drafted by the search committee chair, in consultation with the search committee members, search firm (if one has been retained), Dean, NYP President (if a clinical unit),  and OoF and is distributed to the WCM faculty community, requesting the names of potential candidates. 
· The announcement is distributed to a diverse group to ensure appropriate pool of candidates.
· The announcement must include the link to the posting.
· The announcement must include the EEO statement.

	14
	An advertisement is drafted by the search committee chair in consultation with search committee members, the Dean, and NYP President (if a clinical unit), OoF and ODI.  Advertisements must be aligned with the Search Plan specifications.  
Note: If a Search Firm is used, then they will handle the advertisements.

	15
	The search committee chair or designee or search firm will prepare the candidate pool.
· Committee members define the evaluation criteria for the candidate pool.  (Criteria cannot be biased towards any one group of candidates.)
· All candidates are evaluated against the same established criteria by the Committee.  (It is encouraged to produce a candidate pool listing that is diverse as well as qualified.)
· The first cut of the candidates is made; list is provided to the Committee

	16
	Applications are received and evaluated by the search committee to identify candidates to be interviewed.  Candidate pool reviews determine whether an interview is warranted, and:
i. Ensure each application is reviewed by multiple committee members to allow a fair evaluation, and,
ii. Although unusual coordinate an onsite visit to candidate’s current work environment, if appropriate.

	17
	Top candidates are invited for in-person interviews with committee members and other stakeholders.

	18
	Search committee members determine the finalists and further recommendations.
· 2-3 candidates are selected as finalists.
· Subsequent visits and any speaking engagements are coordinated.
· 3 reference checks are made (Search Firm may conduct this if used.)
Note: Persons used as reference checks at this point cannot be used as evaluators for the tenure review process.

	19
	A recommendation packet is prepared by the search committee to include:
i. The final list of candidates
ii. The criteria used to evaluate the candidates
iii. Documentation showing the rationale behind the final candidate choices

	20
	The search committee chair submits the list of recommended finalists (ranked or unranked, per the Dean’s instructions), and their dossiers to the Dean.
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Search Committee Member Training Log
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Training in Unconscious Bias for Search Committees





Position to be filled:





Date of completion of this document:





Person completing this document:





Please list below the names of the search committee members and attest that they have completed the online AAMC course in Training in Unconscious Bias.

(https://www.aamc.org/what-we-do/mission-areas/diversity-inclusion/unconscious-bias-training)
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Search Committee Plan
		Office of Faculty 12-16-20

SEARCH COMMITTEE PLAN





Position to be filled:





Date of completion of this document:





[bookmark: _GoBack]Person completing this document:





Description of search plan:



Below, please provide a paragraph indicating the strategies to be used for contacting groups, organizations, or individuals representing under-represented minorities in medicine, as well as women.





‘Seanc Coumres PLaw

postontoa e

[ —

Ouscrpion ot saen o

[t e e T





image3.emf
 Search Committee  Member Confidentiality Agreement


 Search Committee Member Confidentiality Agreement


Confidentiality Agreement for Weill Cornell Medicine Search Committee Members





In consideration of my designation as a member of the Weill Cornell Medicine Faculty Search Committee for _____________________________and the resulting access I will have to confidential information and materials related to the faculty search, and with full knowledge of the critical importance of the principle of confidentiality to the integrity and success of the faculty search process, I hereby agree:





1. That the deliberations of the Search Committee and any and all information, whether verbal or in the form of papers, books, files, documents, electronic communications, or in any other form or format, which comes into my possession or knowledge in my capacity as a Search Committee member and relates to the faculty search and the work of the Search Committee, is confidential



2. That I will not in any form or manner, directly or indirectly, divulge, disclose, or communicate such confidential information to any person, firm, corporation, or other entity, other than a Search Committee member or a person otherwise designated by the Search Committee Chair to receive such confidential information



3. That all contacts with third parties, including the media, in which confidential information will be disclosed, shall be conducted either by, or with the specific prior authorization of, the Search Committee Chair



4. That the obligation to maintain confidentiality described in the above paragraphs exists both during the period that the Search Committee is active and at any and all times thereafter





I have read, understand, and agree to abide by all of the terms of this Confidentiality Agreement as a condition of my continued service as a Search Committee Member.







Signature ____________________________________





Print Name ___________________________________





Date ________________________________________
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Search Committee Membership log
		Office of Faculty 12-16-20

Search Committee Membership





Position to be filled:





Date of completion of this document:





Person completing this document:





Please list below the names of the contemplated search committee members:
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Job Profile Template
		[proposed title(s)]



		Position Summary



		[high level description of role]



		Job Responsibilities



		· [list all expectations of job to be performed]



		Education



		[required degree]



		Experience



		· [list all experience and number of years required]



		Knowledge, Skills and Abilities



		· [list all that are required for this position]



		Licenses and Certifications



		· [list all that are required]



		Working Conditions/Physical Demands



		[include any special work conditions]



		Competencies (these are defaulted for all positions—IGNORE)



		Demonstrates integrity and ethics at all times.



		Appreciates and understands the connection between individual goals, departmental goals and the organizational mission.



		Approaches our job knowing that there are internal and external customers whose expectations we strive to exceed.



		Understands the need to be responsible for our own outcomes and takes pride in delivering the best possible work product.



		Maintains a flexible and forward-thinking approach to the way work is done.



		Possesses excellent work-related skills and the ability to apply them, while continually seeking ways to improve.



		Maintains a team-oriented approach and possesses the ability to cultivate positive and collegial workplace relationships.



		Possesses the ability to facilitate the flow of information through effective written and oral communication.
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