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Establish Ground Rules for the Committee

• Meeting conduct:  How will you treat each other?  Good rules of thumb:  Be 
present, respectful, listen actively, do not interrupt, establish mechanisms for 
ensuring that all voices are heard.

• Decision-making: How will your committee make decisions? Consensus? 
Majority vote? 

• Attendance: Ideally, all members will attend all search committee meetings 
and activities. What happens when that is not possible?  What is a quorum?  
How will members be informed about decisions that are made in their 
absence? 

• Conflict of interest: How will the committee define a COI?  How will COIs 
be handled?  

• Confidentiality: Search committee members must commit to the 
confidentiality expectations of the search. Candidate identities are not 
discussed outside committee meetings until interview list is approved. Honor 
the confidentiality request of candidates in perpetuity. 

• Accountability: How will the committee hold itself accountable to adhering 
to ground rules?  



Do broader searches result in better diversity 
outcomes?

• Recruiting Diverse and Excellent New Faculty
https://www.insidehighered.com/advice/2018/07/19/
advice-deans-department-heads-and-search-
committees-recruiting-diverse-faculty

• Broad job descriptions yield a more diverse applicant pool
• Provide cues of belonging in job description (avoid 

gendered language)

• Recommendations from MSU Department of 
Physics and Astronomy (attachment)

https://www.insidehighered.com/advice/2018/07/19/advice-deans-department-heads-and-search-committees-recruiting-diverse-faculty


*A Beginner’s Guide to Minority Professor Hires, Michael Johnson PhD, Dept Immunology, Univ 
Arizona

Databases
o Awardees of the Hannah Gray Award from HHMI
o Awardees of the NIH Blueprint Diversity Specialized Predoctoral to 

Postdoctoral Advancement
o Awardees of the Ford Postdoctoral Fellowship
o Awardees of the Burroughs Wellcome Fund Postdoctoral 

Enrichment Program
o Minoritypostdoc.org
o Diversify Microbiology
o Diversify EEB (Ecologist and Evolutionary Biologists)
o Diversify Immunology
o Diversify Chemistry

Groups and communities that commonly self-identify on social media
#BLACKandSTEM
#LatinxandSTEM
#diversityinSTEM

Identifying diverse applicants* 

https://www.hhmi.org/programs/hanna-h-gray-fellows-program
https://neuroscienceblueprint.nih.gov/training/nih-blueprint-d-span-award-f99k00
https://sites.nationalacademies.org/PGA/FordFellowships/PGA_171940
https://www.bwfund.org/grant-programs/diversity-science/postdoctoral-enrichment-program
https://www.minoritypostdoc.org/view/news.html#virus
https://www.minoritypostdoc.org/
https://diversifymicrobiology.github.io/
https://diversifyeeb.com/
https://diversifyimmunology.github.io/
https://diversifychemistry.com/


www.pnas.org/content/109/41/16474.full.pdf+html
October 9, 2012 vol. 109 no. 41

Implicit bias in evaluating applications

http://www.pnas.org/content/109/41/16474.full.pdf+html


Implicit bias in evaluating applications

http://www.insidehighered.com/news/2019/06/07/new-study-finds-discrimination-against-women-and-racial-minorities-hiring-
sciences?utm_source=Inside+Higher+Ed&utm_campaign=6e0383fb58-
WNU_COPY_01&utm_medium=email&utm_term=0_1fcbc04421-6e0383fb58-236212077&mc_cid=6e0383fb58&mc_eid=2f6a357dc2

http://www.insidehighered.com/news/2019/06/07/new-study-finds-discrimination-against-women-and-racial-minorities-hiring-sciences?utm_source=Inside+Higher+Ed&utm_campaign=6e0383fb58-WNU_COPY_01&utm_medium=email&utm_term=0_1fcbc04421-6e0383fb58-236212077&mc_cid=6e0383fb58&mc_eid=2f6a357dc2


https://www.insidehighered.com/news/2016/10/06/study-suggests-language-recommendation-
letter-writers-use-may-disadvantage-women

https://www.ncbi.nlm.nih.gov/pmc/articles/PMC2572075/

Implicit bias in letters of recommendation

Hedges/faint praise
Irrelevant info

Standout: superb, exceptional, 
extraordinary
Ability: genius, clever, creative, analytical
Grindstone: conscientious, hardworking, 
reliable

https://www.insidehighered.com/news/2016/10/06/study-suggests-language-recommendation-letter-writers-use-may-disadvantage-women
https://www.ncbi.nlm.nih.gov/pmc/articles/PMC2572075/


University of Wisconsin Madison
https://wiseli.wiscweb.wisc.edu/wp-content/uploads/sites/662/2018/10/BiasBrochure_3rdEd.pdf

Strategies for limiting bias

• Avoid making job description too narrow

• Broadly advertise (targeting institutions, listservs and 
organizations that traditionally serve women and 
minorities in the STEM disciplines)

• Develop evaluation criteria prior to evaluating 
candidates and apply them consistently to all applicants 
at all stages

• Have at least two committee members evaluate
each application portfolio

• Allow sufficient time to fairly and thoughtfully evaluate 
each applicant

• Evaluate each candidate’s entire application; don’t 
depend too heavily on only one element such as the 
letters of recommendation, or the prestige of the 
degree-granting institution or postdoctoral program.

Be able to defend every decision for eliminating 
or advancing a candidate

https://wiseli.wiscweb.wisc.edu/wp-content/uploads/sites/662/2018/10/BiasBrochure_3rdEd.pdf


https://uwosh.edu/equity/recruit/

https://uwosh.edu/equity/recruit/


The interview stage

http://www.asbmb.org/asbmbtoday/20160
8/LoadedQuestions/

http://www.asbmb.org/asbmbtoday/201608/LoadedQuestions/


Periodically evaluate your judgments, determine whether qualified women and 
underrepresented minorities are in your pool, consider whether evaluation biases 
and assumption are influencing your decisions

• Are women and minority candidates subject to different expectations or standards in 
order to be considered as qualified as majority men?

• Are candidates from institutions other than the major research universities that have 
trained most of our faculty being under-valued?

• Have the accomplishments, ideas, and findings of women or minority candidates been 
under-valued or unfairly attributed to a research director or collaborators despite 
contrary evidence in publications or letters of reference?

• Is the ability of women or minorities to run a research group, raise funds, and 
supervise students and staff of different gender or ethnicity being underestimated?

• Are assumptions about possible family responsibilities and their effect on a candidate’s 
career path negatively influencing evaluation of a candidate’s merit, despite evidence 
of productivity?

• Are negative assumptions about whether women or minority candidates will “fit in” to 
the existing environment influencing evaluation?

Self-reflection



Core elements of best search practices

Job description 
• Write a broad job description

• Avoid gendered language
• Decide on the required and desired qualifications of ideal job 

candidate
• What materials should be submitted with application?

• Recommend asking applicants to address their experience with and 
commitment to DEI within research and teaching statements

• Ask for names and contact information for references (request letters 
after evaluation)

Search narrative 
• Include committee members, decision making model, COI 

policy, advertising strategy, screening stages, unit process 
after search committee recommendation



Write a position description that is not gender-
coded
• http://gender-decoder.katmatfield.com/
• Without realizing it, we all use language that is subtly ‘gender-coded’. Society has 

certain expectations of what men and women are like, and how they differ, and this 
seeps into the language we use. Think about “bossy” and “feisty”: we almost never use 
these words to describe men.

• This linguistic gender-coding shows up in job adverts as well, and research has shown 
that it puts women off applying for jobs that are advertised with masculine-coded 
language.

• This site is a quick way to check whether a job advert has the kind of subtle linguistic 
gender-coding that has this discouraging effect. 

• This tool uses the original list of gender-coded words from the research paper written 
by Danielle Gaucher, Justin Friesen, and Aaron C. Kay: Evidence That Gendered 
Wording in Job Advertisements Exists and Sustains Gender Inequality (Journal of 
Personality and Social Psychology, July 2011, Vol 101(1), p109-28).

http://gender-decoder.katmatfield.com/
http://gender-decoder.katmatfield.com/static/documents/Gaucher-Friesen-Kay-JPSP-Gendered-Wording-in-Job-ads.pdf


Core elements of best search practices

Evaluation criteria and assessment
• Develop explicit assessment criteria and rubrics that fully capture 

identified qualifications as stated in job description
• Decide on relative weighting of criteria
• Develop stage-specific criteria to narrow down the applicant pool, 

i.e., initial screen, 2nd screen for Zoom interviews, 3rd screen for 
on-campus interviews

• Use Rubric to Assess Contributions to DEI document (Amber 
Benton)

• Apply consistently across candidates

Standard interview schedule 
• Conduct structured interviews with search committee questions to 

ask all candidates
• Who/what groups will all candidates meet with?
• Strive to make interview experience the same for all candidates



• Search committee develops
• Position description/advertisement
• Brief narrative of search process from initial screening of applicants 

through interview
• Evaluation criteria for each stage of screening
• Interview schedule template and interview questions *(these may be 

deferred until after position is approved and posted)

• Documents submitted to Assoc Dean Fac Development for 
review and approval

• Unit staffing coordinator enters position into EBS for approval 
by
• NatSci HR coordinator (Shari Townsley)
• Office of Inclusion and Intercultural Initiatives (OI3)

• HR posts position on PageUp
• Job can now be publicly advertised

Approval process for job posting and advertising
:  



Affirmative Action Advocate
:  • Conduct an affirmative action session

• Appoint an affirmative action advocate: This committee member shall 
evaluate the search on an on-going basis, in terms of the goals and 
principles of affirmative action, equal opportunity, non-discrimination 
and diversity and bring deficiencies to the attention of the search 
committee for corrective action, including but not limited to:

• discriminatory bias, prejudice or stereotyping in communications, including but not 
limited to committee discussions, written communications, and interview questions

• inadequate/ineffective search strategies for identifying qualified individuals of 
underutilized groups, and soliciting applications from such individuals

• inadequate representation of underutilized groups in applicant or candidate pools
• discriminatory bias, prejudice or stereotyping in criteria for the evaluation of 

applicants' materials and candidates' interviews
• little or no weight given to affirmative action goals as a factor in the decision making

process

• Touch points with Assistant Dean for DEI
• after application deadline to assess diversity of applicant pool
• after interview list is identified
• interview list must be approved by Assistant Dean for DEI and Associate Dean for 

Faculty Development before submitting to HR



MSU resources for search committees

Academic hiring manual Faculty Search Toolkit

http://www.hr.msu.edu/documents/facacadhandbooks/academichiring/index.htm
https://www.hr.msu.edu/policies-procedures/faculty-academic-staff/academic-hiring-manual/
https://inclusion.msu.edu/_assets/documents/hiring/FacultySearchToolkit-final.pdf
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