
Academic Search  

Handbook 

 
 

This handbook presents guidelines for conducting an academic 

search for new faculty at Ouachita Baptist University. 

 

For additional information on faculty policies and procedures, 

see the university’s Faculty/Staff Manual at 

http://home.obu.edu/hr/personnel-policies/general/ or contact the 

Academic Affairs Office. 

 

http://home.obu.edu/hr/personnel-policies/general/


Contents 

 

 

Compliance with Employment Laws.................................................. 1 

 Equal Employment Opportunity 

 Commitment to Providing Reasonable Access 

 

Proposing an Academic Search........………….........……………….. 1 

 

Organizing and Operating an Academic Search Committee..….…… 1 

 Purpose and Composition 

 Responsibilities 

 

Recommended Search Timeline.......................................................... 3 

 

Advertising …………….......................………………....………….. 4 

 

Screening Applicants…….…………………...................…………... 5 

 

Selecting and Notifying Candidates………..……………………….. 5 

 

Arranging Candidates’ Campus Visits…..................………………... 5 

 Interview Schedule 

 Travel 

 Lodging 

 Meals 

 

Interviewing Candidates……………………………………………... 6 

 

Checking Candidates’ References............................………………... 9 

 

Ranking Candidates.............................................................................. 9 

 

Making an Employment Offer.............................................................. 9 

 

 Follow-Up Communication.................................................................. 9 

 

 Appendix:  OBU Christian Mission in Context………………..…….. 10 



 1 

Compliance with Employment Laws 

 

Equal Employment Opportunity 

 

Ouachita Baptist University is an Equal Opportunity Employer.  It is considered a 

Christian obligation to exercise a program of non-discrimination in compliance 

with all applicable federal and state laws, including provisions of Title IX of the 

Education Amendment of 1972 and Section 504 of the Rehabilitation Act of 

1973. The university does not illegally discriminate on the basis of race, sex, 

color, national or ethnic origin, age, disability, genetic information, or military 

service with respect to employment, recruitment, hiring, training, assignment, 

compensation, promotion, use of facilities, and privileges.  Pursuant to the 

exemption granted by Title VII of the Civil Rights Act, the university may 

discriminate on the basis of religion in order to fulfill its mission. See 42 U.S.C. 

§2000e-1(a). 

 

Commitment to Providing Reasonable Access  

 

It is the policy and practice of this institution to comply with both the Americans 

with Disabilities Act and Section 504 of the Rehabilitation Act of 1973 to ensure 

equal opportunity in education and employment for all qualified persons with 

disabilities. Ouachita employs an ADA/504 Coordinator who serves as the contact 

person, overseeing the university’s efforts to comply with and carry out its 

responsibilities under the above referenced laws. Questions about specific 

accommodations should be directed to the ADA/504 Coordinator. 

 

 

Proposing an Academic Search 
 

The department chair consults with the school dean, who then submits a request 

for a new faculty search to the Vice President for Academic Affairs, and the 

President. 

 

 

Organizing and Operating an Academic Search Committee 
 

Purpose and Composition 

 

An academic search committee is structured to assist in attracting the best faculty 

to the university.  The school dean in consultation with the Vice President for 
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Academic Affairs appoints committee members.  The committee shall be 

composed of at least five tenured or tenure-track faculty members, including the 

department chair and the dean of the school in which the vacancy exists.  Among 

the remaining members, one shall be from another department within the school, 

and one shall come from outside the school. 

 

Responsibilities 

 

Deans are responsible for overseeing the search process in their schools. 

 

An academic search committee shall conduct its work in ways that enhance the 

university’s mission, vision, and values.  The committee is responsible for 

recruiting, screening, interviewing, and recommending qualified candidates for 

open faculty positions.  The committee shall focus its evaluation on applicants’ 

academic and professional qualifications, ability to appeal to and communicate 

effectively with students, and understanding of and commitment to a Christian 

liberal arts education.  The committee shall also consider the needs of the 

university’s CORE program when reviewing applicants.  

 

Duties of committee members include: 

 identifying and contacting potential applicants; 

 reviewing applicant materials; 

 attending committee meetings; 

 screening applicants and checking their references; 

 participating in the interview process; 

 performing other duties as assigned by the committee chair; 

 working to create positive impressions of the university and local 

community. 

 

The committee shall elect a chair.  Duties of the chairperson may include: 

 serving as liaison between the committee and the administration; 

 scheduling and coordinating all meetings; 

 ensuring that proper records and minutes are kept; 

 corresponding with applicants; 

 making all arrangements for candidates’ campus visits; 

 serving as the lead host for candidates’ campus visits; 

 informing candidates that the applicant selected for hire will be subject to 

a background check; 

 performing all other committee member duties. 
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Duties of the dean include: 

 appointing a search committee with approval of the VPAA; 

 working with the search committee chair to ensure a timely and 

professional search process; 

 ensuring the candidates, prior to being invited for campus interviews, are 

informed about the university’s mission and can communicate their 

personal Christian faith; 

 coordinating the campus interview process with the committee chair; 

 communicating the committee’s ranking of finalists to the VPAA; 

 extending the employment offer to the selected candidate after gaining 

approval from the VPAA and President; 

 following up with the candidate to ensure personnel documents, including 

official transcripts of graduate work, are submitted to the appropriate 

offices. 

 

Committee members are expected to carry out their duties in a timely, orderly, 

professional, confidential, and ethical manner.   

 

 

Recommended Search Timeline 
 

To facilitate efficiency and to recruit the best faculty, the committee is 

encouraged to use the following timeline: 

 

September 

 Deans submit requests for faculty positions. 

 

October 

 Get administrative authorization for proposed positions. 

 Make preparations for a search committee and job advertisement 

 

November 

 Form academic search committee. 

 Select a committee chair. 

 Finalize and place the advertisement. 

 

December – January 

 Review Applicants 

 Screen and narrow the applicant pool.  

 Determine candidates. 

 Contact candidates and extend interview invitations. 

 Make arrangements for candidates’ on-campus visits. 
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January – March  

 Conduct interviews. 

 Rank candidates and seek administrative approval for the slate. 

 Extend offer to top candidate. 

 

April – August 

 Communicate outcome to applicants. 

 Complete paperwork for new hire. 

 Prepare office space for new hire. 

 

In cases where a search is authorized later in the calendar year, the dean and 

department chair should develop a timeline that expedites the search process. 

 

Advertising 
 

The committee shall draft a job advertisement that identifies the university and its 

geographic location along with the school and department of the vacancy.  The ad 

shall also include:  

 rank and title 

 duration of contract (i.e., tenure-track, non-tenure track, 12-month, etc.) 

 teaching expectations 

 required and/or preferred credentials 

 required and/or preferred experience 

 a clear reference to the university’s Christian identity and mission 

 a statement encouraging women and minorities to apply 

 list of required application materials, including official transcripts of 

graduate work 

 deadline for submitting application materials 

 

Examples of faculty job advertisements are available in Academic Affairs. 

 

The committee shall choose outlets in which to advertise the position.  Typically, 

ads are placed in one or two fee-based publications.  For broad exposure, the 

committee might consider placing the ad in The Chronicle of Higher Education or 

Higher Ed Jobs.  Ads shall also be submitted to the International Association of 

Baptist Colleges and Universities (IABCU), which is free to member institutions.  

In addition, the job ad may be posted on the university website. 

 

The university will normally provide up to $1,200 for advertising a single 

position.  Advertising costs greater than $1,200 would need to be covered by 

department or school funds. 
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The committee chair shall submit the ad, advertising outlets, and total advertising 

cost to the Vice President for Academic Affairs.  Once approved by the VPAA, 

the committee chair shall submit the ad to the IABCU and outlets selected by the 

committee.  

 

Screening Applicants 
 

As applications arrive, the committee chair shall acknowledge receipt by e-mail, 

phone call, or letter.  Initially, the committee shall review applications to 

determine which ones meet job requirements.  Next, the committee shall narrow 

the pool by evaluating evidence of fit with the university mission (See “Appendix: 

OBU Christian Mission in Context,” page 10), preferred qualifications, 

departmental needs, and any other criteria the committee deems appropriate.   

 

To narrow the pool further, the committee might also consider conducting 

preliminary interviews by telephone, on the internet (e.g., Skype), or at a 

professional conference. 

 

 

Selecting and Notifying Candidates 
 

From the remaining applicant pool, the committee shall recommend the best 

qualified persons (preferably three) for the formal, on-campus interview process.  

The committee chair shall submit candidates’ names and copies of their 

application materials to the Vice President for Academic Affairs. 

 

Once approved by the VPAA, the dean or the committee chair shall notify 

candidates by phone or e-mail that they have been selected for an interview and 

also indicate the time frame for their visit. 

 

 

Arranging Candidates’ Campus Visits 
 

Interview Schedule 

 

The Dean or the committee chair shall create a similar interview schedule for each 

candidate.  Itineraries shall include a teaching session as well as meetings with the 

President, the Vice President for Academic Affairs, the dean, the Director of 

Human Resources, the department, the search committee, and students. 
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The committee should provide a welcoming environment, highlight the 

university’s strategic mission, emphasize the positive attributes of the job and 

department, and offer to introduce candidates to faculty who have similar 

interests.  

  

 Travel 

 

If a candidate lives less than 300 miles away, the committee chair shall suggest 

that the candidate drive to campus.  If the candidate agrees to do so, the 

committee chair shall coordinate a mileage reimbursement with Business 

Services. 

 

If a candidate needs to fly, the committee chair shall schedule a coach flight, 

preferably two to three weeks in advance to obtain the best rates. 

 

Lodging 

 

The committee chair shall arrange candidates’ lodging, preferably at the 

university’s Hammons Guest House.  Campus Activities handles these 

reservations.  If the Hammons Guest House is not available, other options are 

Audrey’s Bed and Breakfast, the Captain Henderson House, or various motels in 

Caddo Valley. 

 

Meals 

 

The committee chair shall arrange on-campus meals that give candidates the 

opportunity to connect with the search committee, other faculty, and students.  

Dining Services handles meal orders.  Within budget constraints, off campus 

meals may be scheduled for the search committee. 

 

Interviewing Candidates 
 

The committee shall treat all candidates consistently by asking the same general 

questions and by following a structured interview plan. 

 

The committee shall prepare questions that directly relate to the skills, abilities, 

and experience required of the position.  Some general questions the committee 

might consider asking the candidates include: 
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 Describe your teaching style.  

 Describe your teaching philosophy. 

 What technology applications have you utilized in the classroom? 

 How do you engage students, particularly in a course for non-majors? 

 Share your ideas about professional development. 

 In your opinion, how should the workload of a faculty be split and into 

what areas? 

 What changes have you brought to the teaching of (particular discipline)?  

 How would you go about being an advocate and resource for the use of 

technology in the teaching and learning process?  

 What courses have you created or proposed in the past five years?  

 What do you think are the most important attributes of a good instructor?  

 Where does this position fit into your career development goals?  

 How do you define good teaching?  

 What do you think are your greatest strengths as an instructor?  

 In which areas do you feel you can use some further development?  

 How do you feel your teaching style can serve our student population?  

 In what professional development activities have you participated over the 

past few years?  

 What pedagogical changes do you see on the horizon in (particular 

discipline)?  

 How would your background and experiences strengthen this academic 

department?  

 How do you adjust your style to the less-motivated and under-prepared 

student?  

 How have you involved your students in your research?  

 What are your current research interests?  

 What are the most recent books and articles that you have read? 

 

The committee shall consider the following when evaluating candidates’ teaching 

sessions: 

 

 Was the presenter professional and well prepared? 

 Was the learning objective clear? 

 How did the presenter attempt to establish rapport with the audience? 

 How did the presenter demonstrate mastery of his/her subject? 

 Was the subject matter presented in an effective manner? How? 

 Were handouts or other learning aides used?  Were they used effectively? 

 How were questions handled? 

 How did the presenter engage the audience and hold its attention? 

 Did the presentation start and end on time? 

 What did you learn from the presentation that was worthwhile?  
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In accordance with state and federal law, the committee may not ask direct questions about 

certain topics.   

 

Topic Illegal or Inappropriate Appropriate 

Age How old are you? None 

Birthplace Where were you born? None 

Children Do you have children? None 

Citizenship Are you a U.S. citizen? 
If hired, can you verify your legal right to work 

in the U.S.? 

Criminal History 

Have you ever been arrested? 

How many traffic tickets have you 

received? 

Have you ever been convicted of a 

non-felony? 

Have you ever been convicted of a felony? 

Disability or Medical 

Condition 

Do you have a disability? 

Have you ever been treated for a 

disease? 

How many sick days did you take last 

year? 

What prescription drugs are you 

taking? 

Considering the job requirements of the 

position, do you know of any reason why you 

cannot perform all the essential functions of the 

job with or without reasonable 

accommodations? 

Language Do you speak a foreign language? 
None, unless the job requires speaking a 

foreign language 

Marital Status 
Are you married? 

What is your spouse’s occupation? 
None 

Military Experience 

General questions about the 

candidate’s military experience are not 

allowed. 

Did you receive anything other than 

an honorable discharge? 

Are you currently on reserve status? 

None 

National Origin 
Questions about ancestry, nationality, 

or parentage are not allowed. 
None 

Organizations 

General questions about the 

candidate’s membership in 

organizations are not allowed. 

Are you a member of any professional 

organization that is relevant to the position for 

which you are applying? 

Race 

Questions about the candidate’s racial 

background or complexion are not 

allowed. 

None 

Sex 
Questions about the candidate’s sex 

are not allowed. 
None 
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Checking Candidates’ References 

 

The committee shall develop a brief list of questions to ask candidates’ 

references.  When conversing with references, committee members shall strive to 

be consistent and maintain confidentiality. 

 

 
Ranking Candidates 
 

After interviewing the candidates and checking their references, the committee 

shall rank the candidates.  The dean shall communicate the ranking to the Vice 

President for Academic Affairs. 

 

 

Making an Employment Offer 
 

After the administration approves the candidate ranking, the school dean shall 

extend an employment offer to the top candidate.  If the candidate is not a U.S. 

citizen, the school dean shall consult the Human Resources Office on the 

employment visa process. 

 

In addition, Human Resources will authorize a background check for the 

candidate receiving an employment offer.  

 

If the top candidate does not accept, the dean may offer the job to the next ranked 

candidate or ask the committee to re-open the search. 

 

 

Follow-Up Communication 
 

After a candidate verbally accepts an offer, the President’s Office mails the 

candidate a formal written contract.  After the candidate returns the signed 

contract, the school dean shall ensure that the candidate completes any other 

personnel related paperwork. 

 

The committee chair shall communicate the search result to all applicants.  
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Appendix: OBU Christian Mission in Context 
 

Christian colleges and universities have a long and distinguished record of service 

in American higher education.  Although they share some characteristics, 

Christian institutions vary greatly in their relationship to their sponsoring bodies 

and the impact of their religious mission on institutional life.  The following 

observations are intended to suggest how Ouachita’s Christian mission and 

Baptist heritage influence its institutional culture and practices.  We hope this 

information will assist prospective faculty and staff in understanding our context 

and provide opportunities for further dialogue regarding the university’s identity. 

 

 The university was founded in 1886 by Arkansas Baptists and remains 

affiliated with the Arkansas Baptist State Convention, receiving both financial 

support and many students from Baptist churches in the state and region.  

While the state convention endorses members of Ouachita’s Board of 

Trustees, the board itself is legally responsible for approving new trustees. 

 

 The university has historically emphasized its dual commitments to academic 

and Christian excellence.  The university mission statement expresses the 

institution’s aim to “combine the love of God with the love of learning.” 

 

 Faculty and staff are expected to embrace the university’s mission as a 

Christian liberal arts institution and to model for students a life in which 

scholarly pursuits and Christian faith are mutually supportive.  

 

 Expressions of personal faith and discussion of Christian perspectives on 

academic subjects are a natural part of the learning process at Ouachita, but 

they do not displace the primary focus on academic content in the classroom.  

Likewise, Christian experience or devotion does not substitute for professional 

qualifications, personal competence, rigorous scholarship, or effective 

teaching. 

 

 Academic freedom and responsibility are central to the university’s 

educational mission.  The university endorses the statement on academic 

freedom of the American Association of University Professors (AAUP) and 

interprets it in the light of Ouachita’s commitment to strengthening the 

Christian faith and life of its students. 

   

 Faculty and staff are expected to be Christian believers who actively 

participate in a local congregation.  A majority of the faculty attend Baptist 
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churches in the area, but some are affiliated with other Christian 

denominations or with non-denominational churches.  Faculty and staff are 

not required to subscribe to a specific doctrinal statement.  

 

 Opportunities are provided on a regular basis for faculty, staff, and students to 

worship together.  Students are required and faculty are encouraged to attend 

weekly Chapel services.  

  

 Ouachita students overwhelmingly identify themselves as Christians, but 

students of all faith backgrounds are welcomed.  

  

 Faculty and staff are expected to discuss their religious background and 

experience during the hiring process. 

 

 The university has specific regulations concerning residence halls and social 

life on campus. 

 

 Beverage alcohol is not permitted on campus or at any university function.  

The campus is a drug-free and tobacco-free workplace. 

 

 As in any university setting, those who join the Ouachita community are 

expected to honor the dignity of and show respect for all persons regardless of 

race, gender, ethnicity, disabilities, or religion.  Furthermore, personal uses of 

profanity, obscenity, racial slurs, and intemperate and derogatory language are 

unacceptable. 

 

 


