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Toolkit for Diversity, Equity, and Inclusion (DEI) in Faculty Recruitment, 
Hiring, and Retention 



 

Rowan DEI Division Definitions of Diversity, Equity & 
Inclusion  
Diversity 
We commit to promoting and increasing diversity which is expressed in various forms, including 
race and ethnicity, gender and gender identity, sexual orientation, socioeconomic status, 
language, culture, marital status, national origin, religion, age, (dis)ability status and political 
perspective. As the Association of American Colleges and Universities (AAC&U) so often points 
out, diversity should be talked about as “inclusive excellence,” for only when campus is truly 
inclusive can it make a claim to excellence. 
 
Equity 
Equity is the guarantee of fair treatment, access, opportunity, and advancement for all 
students, faculty, and staff, while identifying and eliminating barriers that prevent full 
participation of some groups. Equity-minded practices are created through: 

1. Willingness to look at student outcomes and disparities at all educational levels 
disaggregated by race and ethnicity as well as socioeconomic status. 

2. Recognition that individual students are not responsible for the unequal outcomes of 
groups that have historically experienced discrimination and marginalization in the 
United States. 

3. Respect for the aspirations and struggles of students who are not well served by the 
current educational system. 

4. Belief in the fairness of allocating additional college and community resources to 
students who have greater needs due to the systemic shortcomings of our educational 
system in providing for them. 

5. Recognition that the elimination of entrenched biases, stereotypes, and discrimination 
in institutions of higher education requires intentional critical deconstruction of 
structures, policies, practices, norms, and values assumed to be neutral toward race, 
ethnicity, gender identity, sexuality, age, disability and other visibible and invisible 
differences. (Adapted from AACU) 

 
We commit to working actively to challenge and respond to bias, harassment, and 
discrimination. We are committed to a policy of equal opportunity for all persons and do not 
discriminate on the basis of race, ethnicity, national origin, age, marital status, sex, sexual 
orientation, gender identity, gender expression, disability, religion,  or veteran status. 
 
Inclusion 
Inclusion is the active, intentional, and ongoing engagement with diversity—in people, in the 
curriculum, in the co-



 

with which individuals might connect—in ways that increase one’s awareness, content 
knowledge, cognitive sophistication, and empathic understanding of the complex ways in which 
individuals interact within systems and institutions. (AAC&U) 
 



 

●! Am I concerned with how the candidate is dressed, their hairstyle, tattoos, or piercings?  
Would these aesthetics influence the candidate's ability to fulfill the requirements of the 
job? 

●! Am I having thoughts about how the candidate will “fit” into the department, rather 
than whether the candidate meets the requirements of the position?  

●! Am I considering the needs of our diverse student population? 

Implicit Bias Training 
All Hiring Managers and Search Committee members are required to participate in an Implicit 
Bias training prior to serving on a search committee. For more information, please contact the 
Office of Human Resources or the Division of Diversity, Equity and Inclusion.  

Initial Steps in the Search Process 

Launching the Search  

Once the search has been approved, the dean of the School or College will communicate to the 
department heads or chairs the searches that have been approved along with any specific requirements 
for filling the position.  To initiate the faculty search, the department forms the search committee with 
the approval of the dean. The search committee finalizes the position description and establishes the 
criteria for evaluation including how diversity, equity and inclusion will be addressed in the evaluation 



 

The search chair in cooperation with the department head1  will submit to the dean for approval the 
following information to ensure that it is consistent with the charge:   

●! Position description, job requirements and a copy of the advertising plan  
●! Essential and preferred criteria for selection. 
●! Time frame for completing the search.  
●! Duties of the search committee chair and individual committee members.  

Once charged, the search committee chair is responsible for the following:  
●! Establishing and documenting roles of search committee members 
●! Establishing norms of open discussion for the search committee meetings. 
●! Compiling the initial search documentation.  
●! Ensuring that all committee members clearly understand the requirements of the position and 

the DEI goals of the department and School/College, and are proactive about pursuing those 
goals.  

●! Ensuring that all committee members clearly understand their confidentiality obligations.  
●! Calling and chairing search committee meetings.  
●! Ensuring that accurate documentation of the search process is kept.  
●! Maintaining contact with the dean about relevant search information.  
●! Obtaining demographic data for eligible candidate pool from the Office of Employee Equity and 

Labor Relations, or from recognized high quality sources for discipline-specific data. 
●! Obtaining demographic data for the applicant pool and submitting to the dean for approval, 

prior to proceeding to the first round of interviews. 
●! Communicating with candidates and finalists.  
●! Submitting the committee’s final recommendation to the dean.  

All members of the search committee are charged with the responsibility to assist in the filling of a 
position by performing the following tasks:  

 
●! Identifying and contacting potential applicants who could contribute to workforce diversity.  

Additionally, the search committee should consider establishing a separate canvassing 
committee to support active recruiting practices.   

●! Screening applicants and selecting candidates for interviews.  
●! Designing and participating in the interview process, and including eligible department faculty 

when applicable.  
●! Maintaining appropriate confidentiality about search committee proceedings.  
●! Contri



 

 The Search Committee  



 

Changes in the Search Committee  

Changes in the composition of the committee throughout the search should be avoided in order to 
ensure continuity in the assessment of candidates; therefore, a faculty member who may not be able to 
serve to the search’s end should not accept appointment to the committee. A committee need not get 
approval to make a single substitution for a departing member, but the committee chair must document 
the timing and reason for any such substitutions. Any further substitutions require approval of the dean.  

Faculty Conflicts of Interest & Recusals  

Faculty who have mentored, published with, written grants with or had a personal friendship with 
applicants must disclose these relationships to the search committee, department chair, and dean. The 
dean will review the disclosure and will determine a plan for eliminating, mitigating or managing a 
conflict of interest (or appearance of conflict of interest). Under no circumstances should a member of a 
search committee provide a reference letter for an applicant. For more information on determining if a 
faculty member must disclose a 



 

https://sites.rowan.edu/equity/_docs/policies/eeo-statement.pdf.   

The AA/EEO statement is a minimum requirement.  Search committees are strongly encouraged to   
Integrate additional statements in position advertisements to signal their commitment to diversity and 
inclusion.  This is a promising practice for increasing the overall quality and diversity of the pool and 
attracts individuals from a variety of backgrounds that cut across race, ethnicity, gender, sexuality, and 
class. (For more information on inclusive statements see Appendix A: Signaling a Commitment to 
Diversity.)  

Soliciting diversity/inclusion statements from candidates offers another opportunity to signal the 
university commitment and asks candidates of all backgrounds to describe how they can contribute to 
and enhance the department’s and the university’s goals of building an inclusive academic environment. 
A separate diversity statement may be solicited as part of the application, but it is also a good practice to 
ask job applicants to address inclusion in one of the other required statements, such as research or 
teaching (Appendix A: Signaling a Commitment to Diversity).  

Searches that are narrowly targeted by subfields are discouraged because they can inhibit diversity by 
narrowing the pool of applicants.  Searches should be as broad as possible while meeting the needs of the 
department.  

Developing an Applicant Evaluation Plan  

The search committee should develop a plan for the evaluation of qualifications  relative to minimum 
and preferred qualifications. The plan should describe how the committee will use these qualifications 
to make dist



 

Prior to initiating evaluation of applicants, the search committee should obtain reliable data on 
the demographic repres



 

information to consider.  
●! Remind yourself of the protected characteristics that cannot be considered in evaluation of 

candidates and take steps to safeguard against their use in the evaluation process. If you are not 
sure about how to do this refrain from using social media in evaluation and/or contact Human 
Resources for assistance.  

●! Review more than one social media platform, e.g. Facebook (social) and LinkedIn (professional)  
●! Print or take a screenshot to document the steps taken in your review.  

 
Internal Employees  
The committee must treat internal and external candidates the same to avoid even the appearance of 
discrimination, favoritism, or unfairness. Handling the applications and interviews of internal candidates 
requires additional sensitivity. Search committees must evaluate internal candidates objectively by the 
same criteria applied to external candidates, e.g. experience and credentials. Insights from past working 
relationships should be avoided to ensure a consistent evaluation process is followed..  

When there are internal candidates for a position, the committee must take great care not to engage in 
a rigged search, that is, a search with a predetermined outcome in favor of the internal candidate.  Such 
a search is both unethical and violates federal laws.  

Conducting Preliminary Interviews  

Preliminary interviews are commonly conducted via phone or v



 

assessing the scholarship, teaching, and service capacity of the candidates, and their potential to 
contribute to a diverse and inclusive academic environment. For all searches, the core interview 
questions should be developed prior to interviews and the same set of questions should be used with 
each candidate. However, as interviews are dynamic and unique to each candidate, follow-up questions 
and questions directly related to a candidate’s application are encouraged.  

Questions about multicultural proficiency and inclusion strategies  ask a candidate to describe how they 
understand diversity and can contribute t



 

consideration, and that the opinions of all search committee members were considered in the selection 
process.  The Dean’s Office sends the approved short list to the Provost’s Office.  



 

Campus Interviews & Determining Finalists  

Campus Interviews 
The campus interview is an important part of the search process in that it enables the candidate 
to get a feeling for the campus, its climate, and diversity. It is important that each candidate 
have substantially the same interview experience including: 

1.! Same interview questions.  
Follow up questions will differ since they are based on specific information given by 
each interviewee. 

2.! Same access to decision makers.  
Candidates should meet with the same people including the full search committee. 

 
 
Everyone included in the interview process should be sensitive to diversity concerns. Everyone 
who meets with candidates should be sensitive to diversity when questioning and providing 
information. Considerations for the interview include: 

●! Ask for pronouns to use and name pronunciation 
●! Ask about transportation needs 
● Ask about dietary preferences/restrictions 
● Discuss clothing expectations (e.g., business attire) 
●! Provide an agenda with private breaks throughout the day;  
●! Structure the day for physical accessibility as much as possible 

 
 
Conversations dealing with family, marriage status, and other areas of protected classes must 
be avoided.   
 
The search committee should develop a standard form to assess each candidate's strengths and 
weaknesses following the campus visit. To reiterate, criteria should reflect the department's goals for 
the position as well as for DEI. The evaluation form should be returned to the chair of the search 
committee within 24 hours after meeting with the candidate so that details of the interview 
remain fresh. 
 

Developing a Recommendation for Finalists  

Developing the Final Recommendation  

The search c

(



 

The search committee will report the assessment of the strengths and weaknesses of each acceptable  
candidate to the department head and dean. (Acceptable candidates are deemed qualified for the 
position and possess the skills, knowledge, and characteristics necessary to fulfill the responsibilities of 
the position).  The search committee will present the strengths and weaknesses as well as if there was 
considerable diversity of opinions. It is important that the memo discusses the required qualifications of 
the position and not personal characteristics of the candidate. When presenting an area of strength and 
weakness for one candidate, the area should be discussed for all candidates.  If the search committee 
chair contacts an acceptable candidate to find out if they are still availab



 

●! Course release time 
●! Lab equipment 
●! Lab space 
●! Renovation of lab space 
●! Graduate assistant and/or post doc 
●



 

●! Avoid tokenization - do not rely on marginalized individuals or groups to educate you 
and your department. Instead, create an environment that provides resources and 
education on diverse topics and encourage self reflection about one’s relationship to 
systems of inequity.  

●!



 

Resources  
Advancing Diversity and Inclusion in Higher Education  
https://www2.ed.gov/rschstat/research/pubs/advancing-diversity-inclusion.pdf 
 
Diversity Doesn’t Stick Without Inclusion  
https://hbr.org/2017/02/diversity-doesnt-stick-without-inclusion 
 
Harvard Implicit Bias Association Test  
https://implicit.harvard.edu/implicit/takeatest.html 
 
How to Do a Better Job of Searching for Diversity  
https://www.chronicle.com/article/How-to-Do-a-Better-Job-of/237750 
 
Identifying and Avoiding Interview Biases 
http://training.hr.ufl.edu/resources/
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Faculty job ads should go beyond the mandatory EEO and affirmative action policy and should be written 
to encourage applications from a strong and diverse pool of candidates. More inclusive statements 
actually increase the overall quality and diversity of the pool, and they attract individuals from a variety 



 

"##$%&'(!7)!"3/'&'%+!83,-9,1'/%!7',5! !

Without clear and specific guidelines, evaluation criteria and priorities may shift in the process of the 
search, potentially disadvantaging some candidates. To avoid this, clear, explicit, prioritized evaluation 
criteria should be established before commencing the evaluation process.  An individual candidate 
should be evaluated by two or more search committee members based on established criteria.  
Evaluation criteria should not restrict the search beyond the scope stipulated in the job ad and charge of 
search.  

The search committee should develop an evaluation template for evaluating job candidates.  The 
ADVANCE site at the University of North Carolina - Charlotte provides several examples of rubrics used 
to evaluate candidates  (https://advance.uncc.edu/programming/programs/faculty-
recruitment/resources-search- 
committees-including-evaluation-rubrics).   
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Faculty who have a potential conflict of interest with any candidates must disclose these relationships to 
the search committee, department chair, and dean. A potential conflict of interest includes both 
personal relationships and professional relationships.  A conflict of interest exists when a search 
committee member has (or appears to hav
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To enlarge the pool of candidates, the position should be advertised locally, regionally and nationally in 
relevant print media, on professional listservs, and on internet sites that reach a diverse population, 
including those that make an effort to attract underutilized groups. This list should be provided to Human 
Resources with the hiring ad. 

The search committee should develop a plan for actively contacting appropriate individuals and 
institutions to recruit a strong and diverse pool. Steps to attract a talented, diverse  faculty pool include 
ongoing practices throughout the year, as well as active canvassing when a position is announced. 

Ongoing Practices 

●! University-level recruiting at diversity-focused meetings such as the the Annual Institute on 
Teaching and Mentoring sponsored by the Compact for Faculty Diversity 

●! Cultivating networks that could help to develop diverse applicant pools, such as our own 
doctoral recipients working at other institutions, the Black Doctoral Network, American 
Association of Hispanics in Higher Education, etc.  

●! Developing diverse networks, including connecting with colleagues at historically Black Colleges 
and Universities (HBCUs),  Hispanic-serving institutions (HSIs), Native American-Serving, 
Nontribal Institutions, other Minority Serving Institutions, and diversity groups or committees 
within disciplinary professional societies  

●! Attending and networking at professional diversity conferences. 
●! Maintaining documentation of recruiting opportunities, 





 

 

 

Approval of the pool 

The applicant pool should be reviewed and approved by the dean prior to proceeding with the search.  
The diversity of the pool should be checked against the diversity of qualified applicants, and this should 
be documented as part of the search process.   

The Applicant EEO report should be submitted to the dean for approval pr



 

 
Advertising 
Consider advertising on the following sites to encourage a more diverse pool of applicants. 
 

!"#$%&'"()'*%+,'-.(/%#+"0(
(
www.academicdiversitysearch.com (

Academic Diversity Search, Inc. (ADS) is a nationwide employment 
resource specializing in connecting women and minorities with 
academic institutions that truly value diversity. Our expertise is in 
identifying highly skilled professionals who possess the experience, 
academic credentials, and commitment necessary for enhancing 
faculty, administrative, executive, scientific and technical staff. 
Leveraging the experience and success of over a dozen years of 
diversity recruitment, ADS is dedicated to providing the perfect vehicle 
for candidates and employers to connect with each other. 



 

more than 28 years. 
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A candidate’s proficiency in diversity and inclusion concepts can be ascertained in the interview process. 
Every interview should include one or more questions that assess a candidate’s understanding of 
diversity. As with all questions, ny DEI-based questions should be asked consistently across all 



 

Appendix F: Reference-Check Checklist  

●! The hiring ad should specify when references will be contacted.  For example, some searches 
may specify that the references will be contacted automatically when the application is 
submitted.   Alternatively, if the references will be checked at a later stage, the ad should specify 
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