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INTERDEPARTMENTAL

January 13, 2008

TO:

Thomas Hinckley, Professor, College of Forest Resources (Chair)

Iain Robertson, Associate Professor, Department of Landscape      Architecture



John Johnston, President, Arboretum Foundation



Soo-Hyung Kim, Assistant Professor, College of Forest Resources



Jon Bakker, Assistant Professor, College of Forest Resources


Elizabeth Loudon, Education and Outreach Manager, UWBG, College of          Forest Resources


Donald Harris, City of Seattle, Department of Parks and Recreation

Jeffrey Richardson, Student, UWBG, College of Forest Resources

Cecilia Paul, Director of Communications, College of Forest resources

Clare Ryan, Associate Professor, College of Forest Resources

FROM:
B. Bruce Bare, Dean







Forest Resources, Box 352100



RE:

Authorization to begin search for new faculty member


This memo confirms earlier emails and formalizes instructions regarding the search for a new faculty member in the College of Forest Resources. We intend to fill this position at the tenured full professor level.  The appointee will also serve as Director of the University of Washington Botanic Gardens (UWBG) and hold the title of the Orin and Althea Soest Chair in Urban Horticulture. I hope that each of you are able participate in this important undertaking.

As you carry out this search, it is important to attend to the vision, mission, goals, and themes that have emerged from the College’s strategic planning process as well as those of the UWBG.  We have arrived at a position description that outlines the requirements and responsibilities of the successful candidate and a copy is enclosed for your use. Also attached is an advertisement. I request that you use these documents as a foundation for your search and that you submit any changes for my review prior to submitting the final version of the advertisement to Academic Human Resources for approval and publication.

. 

As candidates are reviewed and evaluated, you need to be certain that the criteria you use accurately reflect the requirements for the position.  Upon completion of your search, I ask that you recommend to me three qualified finalists. You may rank the candidates if you so desire.

The faculty search process is outlined in detail on the Academic Human Resources. I encourage each of you to review this information -- especially the Faculty Recruitment Toolkit and the links relating to procedural matters.  There are two significant difference from the suggested procedures outlined on that site:  that the faculty is asked to vote on the acceptability of each of the three finalists and that the chair of the faculty will forward that vote with the chair of the search committee’s summary of the recommendation of the committee at the conclusion of the search process and the Dean will negotiate and prepare the final offer letter (items l and n). Copies of all correspondence and other documents relating to this search and proposed appointment should be sent to the Dean’s Office for the required retention period at the completion of the search. Any questions concerning search processes may be referred to Cecilia Paul (cece@u.washington.edu) or Sally Morgan (slm@u.washington.edu) in the Dean’s Office (685-0952).

The University of Washington has a strong commitment to diversifying our faculty to provide a strong multicultural education for our students.  You will find suggestions in the Faculty Recruitment Toolkit to assist in recruiting women and minority applicants.  The position should be advertised nationally by appropriate means. The ads should appear for at least thirty days before the closing date and must include a statement of equal opportunity:  “The University of Washington is an affirmative action, equal opportunity employer. The University is dedicated to the goal of building a culturally diverse and pluralistic faculty and staff committed to teaching and working in a multicultural environment and strongly encourages applications from women, minorities, individuals with disabilities and covered veterans.”  All advertisements must state that this is a tenured faculty position that will be filled at the professor level; appointments cannot be made at a level other than the one advertised because such appointments deny an opportunity for consideration to all persons who were not interested in, or qualified at, the advertised level.  Please request tear sheets when the ad is placed, as these are needed for the appointment package. Members of the search committee are encouraged to use whatever additional methods of faculty recruitment have proven traditionally successful, including personal letters or telephone calls to professional colleagues.  

In order to meet federal and state affirmative action compliance requirements, the University must collect data on the race/ethnicity, sex, age, disability, and veteran’s status of all applicants.  An Affirmative Action Information Request must be requested from all applicants for the faculty position along with a letter stating:  1) that the response is voluntary, 2) the information will be kept confidential and separate from the employment application, and 3) the information will be used to meet federal affirmative action and institutional reporting requirements (this request can be sent via email).   A sample letter is available online; see the Academic Human Resources page.  A summary of responses is compiled by the Equal Opportunity Office and submitted as a required part of the final appointment packet.  This form, will be prepared by Sally Morgan with the rest of the appointment package.

Upon selection of one of the three finalists, the Dean’s Office will prepare the offer letter.

In the course of your search process, you will need to accumulate a number of items.  The following must be included in the appointment package submitted by the Dean for the approval of the Board of Regents.  

· A letter from Committee Chair Hinckley to the Dean identifying the three qualified candidates, a description of the search procedure, and results of the faculty vote (n eligible; n for; n against; n abstaining).  The letter should include an evaluation of the candidate. Please work with Faculty Chair Bradley in arranging for the faculty vote and reporting the results.

· Three or more letters of recommendation in which the candidate is evaluated 

· Vita as submitted by the candidate, and the UW Biography form as returned by the candidate.  

· The Applicant Flow Report.

· The job advertisement or description, including any specific qualifying criteria, how the position was made known, and copies of any advertisements for the position from the appropriate source showing both the date of advertisement and the closing date of the position.  

· Payroll and personnel forms as required.

I consider this recruitment a high priority item for our College and I am willing to support the search as necessary. In particular, additional staff support can be arranged to help identify specific candidates, make phone calls, and undertake other administrative tasks. Please let me know how our Office may help and work with College Administrator Beverly Anderson on details of the financial arrangements for candidate visits. I wish you good luck with your search.    

cc:
Beverly Anderson

            Sally Morgan


CFR Faculty

