FAO Number:

PRE-SEARCH REVIEW FORM: NATIONAL RECRUITMENT PLAN
FOR A FULL-TIME, REGULAR FACULTY VACANCY
Northwestern University, Feinberg School of Medicine

Job ID:

(Issued by Provost)

Version date: 5/29/2018

All full-time faculty positions on the Clinician-Educator, Investigator, or Team Scientist career tracks require a national search. Please
complete this form to describe your national search plan. The search plan and advertisement must be approved prior to formal public
announcement of any faculty/academic position vacancy.

1. POSITION INFORMATION
Department (and Division, if applicable)

myHR Dept ID*

*The search will be created in this Dept ID in the NU Careers site and the Faculty Recruiting System.
Administrative Title (if applicable):

Sub-specialty/Field:

Rank of Recruitment

Tenure Status of Recruitment

(Check all that apply.)

(Check all that apply.)

Type of Vacancy
New Position
Replacement, specify who is being replaced:
Name: ______________________________ Clear Replacement Details
Departure Date: _______________________
Rank: Prof
Assoc Prof
Asst Prof
Instructor
Tenure Status: NTE
TE
Tenured

Professor
Associate Professor
Assistant Professor
Instructor

Tenure Track
Non-tenure Track

Is this position included on the approved faculty hiring plan?

Yes

Yes, but requesting changes (explain)

No (explain)

2. PREPARE ADVERTISEMENT
Ad Guidance:
•
Use the appropriate ad template posted on the Faculty Affairs Office website
•
Make sure the ad, this pre-search form, and the business plan match in terms of rank, tenure status, etc.

3. DESCRIBE NATIONAL RECRUITMENT STRATEGY AND PLAN FOR INCREASING DIVERSITY
Note: The recruitment strategy described below should incorporate suggestions from the document Strategies for Maximizing
Diversity in Faculty Searches.
A. Where will the position be advertised? Identify professional associations, publications, educational institutions, etc., that
will receive the position announcement.

B. What special efforts will be made to identify and encourage both women candidates and minority candidates for the
position? Describe any special efforts that will be made to review women and minority candidates. [Include information on
the nature of any special mailings, advertisements, telephone visitations, follow-up activities, extra visits, etc. that are
planned.]

4. IDENTIFY SEARCH COMMITTEE
A. Search Committee Checklist
The committee should be comprised of at least 4-6 faculty members.
Search committee chair must hold a rank at least as high as the highest rank you are proposing to hire
Designate an equity representative who holds the rank of Associate Professor or Professor and who is different from the search
committee chair. This role will ensure best practices are followed during the search to identify underrepresented minority
candidates and that an active, affirmative, and equitable search is carried out.
At least half of the committee should hold a rank at least as high as the highest rank you are proposing to hire.
For tenure track searches, the search committee chair must be tenured AND at least half of the committee should be tenured.
Assemble a diverse committee in terms of gender and race/ethnicity; interdisciplinary representation is also encouraged.
Vice Dean for Diversity & Inclusion and Vice Dean for Education will be included on search committees for leadership positions.
Name
Search Chair:

Race/Ethnicity*

Gender

Department

Equity Representative:

Rank / Job Title

Tenure
Status

[Select]
[Select]
[Select]
[Select]

[Select]
[Select]
[Select]
[Select]
[Select]
[Select]
*B/AA=Black or African American; H=Hispanic; A=Asian; NH/PI=Native Hawaiian or Pacific Islander; AI/AN=American Indian or
Alaskan Native; Wh=White

B. Explain how the search committee is diverse OR obstacles to increasing the diversity of the committee. In explaining
committee diversity, you may highlight dimensions of diversity not evident in the table above (e.g., interdisciplinary
perspectives, multi-lingual skills, international perspectives, age, religion, sexual orientation, class, disability, nationality,
veteran status, etc.)

5. DEPARTMENT CHAIR’S OR DIRECTOR’S POSITION JUSTIFICATION
Describe the position responsibilities and the strategic importance of this recruitment for your department and the campus.
This description must include academic responsibilities (i.e., teaching or research), since that is what justifies faculty appt.

