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SECTION 3.2  
 

3.2 Recruitment of Faculty  

3.2.1 Equal Employment Opportunity and Affirmative Action  

Santa Clara University is an equal opportunity and affirmative action employer. The 
University seeks applications from qualified women, persons of color, and members of 
other groups historically under-represented in academia.  The University will reasonably 
accommodate an otherwise qualified individual with a disability.  

3.2.2 Appointment Procedures  
 
3.2.2.1 Regular Faculty  

Functions of the various parties in the search to fill a regular faculty position are as 
follows:  

1. The Provost and dean authorize the search in light of the needs of the department 
and the University, after reviewing the selection criteria proposed by the 
department and the availability of resources.  

 
2. The Provost and dean approve the successful candidate and the terms of the 

appointment before an offer is made.  
 

3. The tenured faculty in the academic department(s) or other unit(s) making the hire 
participate in:  

 
a. defining the criteria for selecting the faculty member, including the 

academic specialization(s) being sought;  
 

b. evaluating the candidates and making recommendations for the hire.  
 

Searches shall be conducted in accordance with procedures current at the time of the 
search.  

Initial appointment may be made at any rank for which a candidate is qualified.  A 
teaching scholar with an established reputation who has been tenured at another 
institution and whose presence on the Santa Clara faculty is particularly desired may be 
offered a tenured appointment if, in the judgment of the search committee, departmental 
faculty, and dean, and of the Provost and the President of the University, such an 
appointment is warranted.  



3.2.2.2 Other Faculty  

Searches to fill full-time positions for Other Faculty must also be authorized by the dean 
and the Provost. Such searches shall be conducted in accordance with a plan appropriate 
to the nature of the appointment, developed by the department chair in consultation with 
the faculty of the department and approved by the dean.  

Advancement to Senior Lecturer requires approval of the Provost upon the 
recommendation of the chair and dean.  

3.2.2.3 Courtesy and Joint Appointments  

An appointment “by courtesy” may be made by a department for a full-time faculty 
member in another department under the following conditions:  

The faculty member possesses significant qualifications for appointment in the 
department offering a courtesy appointment.  
 
The faculty member is significantly involved in the teaching or scholarly or creative 
activities of the department offering the courtesy appointment.  
 
The courtesy appointment is approved by the senior faculty of the courtesy 
department, by the chairs and dean(s) of both the primary and the courtesy 
department and school, and by the Provost. 
 
The courtesy appointment is made at the same rank as the regular appointment 
specified in the Letter of Appointment, is held by the faculty member for a one-year 
term, and is renewable each year. 
 
The courtesy department is not necessarily required to extend voting privileges, 
funds, space, or other support to the faculty member.   

 
A joint appointment (as distinct from a courtesy appointment) may be made when a 
faculty member makes a major contribution in terms of time, effort, and programmatic 
need to more than one department. This contribution should be on a continuing basis and 
should be sufficiently significant for each department to make a financial commitment 
and extend voting privileges to the faculty member. Appointment procedures are the 
same as for courtesy appointments, with the exception that the senior faculty of each 
department must approve a joint appointment. Prior to the commencement of every joint 
appointment, the faculty member’s responsibilities to each department and the procedures 
to be followed for periodic evaluation and evaluation for promotion and tenure must be 
agreed to in writing by the faculty member, chairs of the involved departments, the dean, 
and the Provost.  

3.2.3 Letters of Appointment  



Every full-time member of the faculty holds an annual Letter of Appointment stating his 
or her academic rank for the year of the appointment, together with salary and estimated 
total compensation. The Letter of Appointment, in duplicate, is sent annually to every 
member of the faculty who is to be appointed or reappointed the following academic 
year.  The appointee shall signify acceptance by signing and returning one copy within 
two weeks of the date of the letter.  

The President signs letters for tenured and tenure-track faculty, and the Provost signs 
letters for non-tenure-track faculty with academic-year appointments.  

Part-time faculty receive a Letter of Appointment signed by the dean.  

3.2.4 Personnel File  

Each academic dean shall maintain an accurate and timely record of the qualifications of 
every member of his or her faculty.  The record should contain a summary of the faculty 
member's career, a list of degrees and other awards, a summary of teaching and related 
experience, a list of publications and research, a statement of current activities and plans, 
Faculty Activities Reports, formal evaluations and any responses thereto, and other 
information deemed relevant by the faculty member or the dean.  

Faculty members have the responsibility of providing the academic dean with any 
material that they deem to be an appropriate part of their academic record.  

A faculty member may inspect his or her own personnel file as maintained by the 
academic dean after reasonable notice to the dean.  

 


