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 HELPFUL LINKS  
 
 
Academic Staff –  2018-19 
 
Support Staff Directory  (https://www.skidmore.edu/dof -vpaa/documents/18-19-SupportStaffAppointments.pdf )  
 
Academic Calendar 2018-19 (http://www.skidmore.edu/registrar/documents/academiccalendar2018.pdf )  
 
Faculty on Leave 2018-19 [password-protected] (https://www.skidmore.edu/dof -vpaa/forms/faculty -
data/secure/2018-19-Faculty-on-Leave.pdf) 
 
Tenure and Promotion Candidates 2018 -19 [password-protected] (https://www.skidmore.edu/dof -
vpaa/forms/faculty -data/secure/Tenure-and-Reappointment-candidates-2018-19.pdf) 
 

Personnel Policies and  
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Office of Academic Advising Webpage -  http://www.skidmore.edu/advising/index.php   

�x Classroom Protocols: Notes for Skidmore  Faculty 
•  Guidelines for Independent  Studies 
•  Students in Distress: A Guide for Skidmore Faculty and Staff 
•  Academic Honors, Prizes, and Awards  

First Year Experience - http://www.skidmore.edu/fye/     

Office of Off -Campus Study and Exchange - http://www.skidmore.edu/ocse/index.php     

Office of the Registrar -  http://www.skidmore.edu/registrar/  
 

Foundation and Corporate Relations -  http://www.skidmore.edu/foundations/index.php    

Office of Sponsored Research -  http://www.skidmor e.edu/sponsored_research/   

Office of Student Academic Services -  http://www.skidmore.edu/academic_services/index.php   
�x Assistance for Students with Disabilities  
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RESPONSIBILITIES FOR THE OFFICE OF THE DEAN OF THE 
FACULTY AND VICE PRESIDENT FOR ACADEMIC AFFAIRS  

 
 

Dean of the Faculty and 
VPAA  

Associate Dean of the 
Faculty for Diversity and 

Faculty Affairs  

Associate Dean of 
the Faculty for 

Infrastructure and 
Faculty Affairs  

Associate Dean of 
the Faculty for 

Student Academic 
Affairs  

Portfolio  Responsible for broad 
vision/leadership for AA; 
planning with academic 
programs; appointments 
across AA; tenure-track 
hiring; Endowed Chairs; 
appointment of chairs/ 
directors; reappointment, 
tenure, promotion (as 
VPAA); Handbook 

Assisting in the recruitment 
of faculty; presentation of 
cases to ATC; curricular 
implementation; staffing; 
reviewing hiring pools; 
inclusive hiring workshops; 
diversity and inclusion 
initiatives; enrollment; 
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PART ONE  ~  PERSONNEL 
 

I. Faculty Recruitment:   Skidmore College: Faculty Search Process 
 
This section outlines the major components in the academic search process for tenure-track faculty. These inclusive 
search practices will vary depending on the departm ent, program, discipline, and nature of the position.  
 

A. Tenure-Track Searches 
 

Tenure-track faculty appointments are the most important resource the College possesses. Given that they represent 
long-term commitments (30 years or more), assigning tenure lines judiciously is of the utmost importance.  If we 
automatically replace every person who leaves the College (because of retirement or other reasons) with someone 
who possesses similar expertise, we severely limit our ability to develop new  curricular  areas, react to developments 
in disciplines or enrollments, support interdisciplinary programs, deliver all -College requirements, etc.  Doing so 
would mean that the College would have little flexibility in faculty staffing except to add new, te nure-track faculty 
lines as resources permitted. 
 
To ensure that all requests for new or replacement faculty lines receive equal consideration, departments seeking 
to obtain a new line or to retain an existing line should 
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d. In the case of cross-department and/or program tenure- track lines, the Search Committee should include 
representation from both departments or department and interdisciplinary program involved. The Chair 
of the Search Committee will be agreed upon by the partnering units. 

 
•  The Search Committee representation from the departments or programs should include:  

o a diversity  advocate 
o representation of diverse perspectives 
o representation from across the ranks 
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c. The advertisement should be constructed in such a way as to attract a diverse pool of applicants, and 
submitted for review and approval to the ADOF prior to submission to Human  Resources. 

 
d. The Chair submits the ad and the potential placement to the Assistant Director for  Employment , 

Compliance and Workforce Diversity  for  review  and the EEO statement. 
 
3. Recruiting an Inclusive Candidate  Pool  
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letters, and the itinerary.  
 

e. It  is 
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MEALS: 
When a candidate is visiting campus, it is suggested that no more than two faculty lunch and/or dine off -campus 
with each candidate; three if it is on-campus (meal tickets can be used).  In the case of students, four is acceptable 
for lunches with candidat es. Please use area restaurants that bill the College directly listed below:  
 

�x Boca Bistro 
384 Broadway 
(518) 682-2800 

�x Chianti  II Ristorante 
18 Division Street 
(518) 580-0025 

�x Forno Bistro 
541 Broadway 
(518) 581-2401 

�x Jacob & Anthony’s 
38 High Rock Avenue 
(518) 871-1600 

�x 
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the same rule applies.  Meal tickets can be purchased in advance using the SCIP Recruit; please contact the 
DOF/VPAA’s office for more information.   
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9. 
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1. Request for Faculty in Contingent Appointments:  
 
a. The Chair or Program Director should request approval from the ADOF as soon as the need arises. Such 

need may result from enrollment pressures, prospective leaves, or an unforeseen vacancy of an existing 
line. 

 
b. The Chair will need to make a case for each instance including: 
 

�x How  the position  will  meet the needs of the program  
�x How the position will contribute to the College priorities (e.g., interdisciplinary programs, goals of 

the Strategic Plan, delivery of Scribner Seminars by tenured and tenure-track faculty)  
�x Enrollment  data 

 
c. Request(s) for full- and part-time appointments should be discussed with the ADOF before submitting an 

Authorization to Employ ( ATE).  In the case of multiple renewals of part -time faculty, such consultation 
may be requested by the ADOF upon submission of the ATE. 

 
2. Search Guidelines for Faculty in Contingent Appointments  

 
a. Depending upon the length of appointment, the ADOF may request tha t the Department Chair /Program 

Director submit a position description and a search plan (e.g., position description, advertisement copy, 
timeline for the search, and search process) before approving the ATE. 

 
b. The Chair and delegated department members will interview all one- year hires. The Chair should consult 

with the ADOF before making an offer. It is not necessary for the ADOF to interview  candidates for  part-
time or one-year positions. 

 
c. In the case of multiple-year contingent appointments  where there are travel costs associated with the 

campus visit, Departments/Programs will bring their top choice to campus first.  If this person is suitable, 
an offer can be made.  If this person is not suitable, a second candidate may be brought in. 

 
�x Contact the DOF/VPAA Office to schedule appointments for interviews with the ADOF (x  5705). 
�x PLEASE SECURE THE APPOINTMENTS BEFORE DETERMINING THE CANDIDATE'S 

ITINERARY - APPOINTMENT TIMES ARE LIMITED . 
�x Email the complete dossier to the ADOF Office including: cover letter, CVs, supporting letters, and the 

itinerary . 
�x Follow the Guidelines for Recruitment above.  

 
d. The Chair, after consulting with the ADOF, will make an offer and negotiate salary with the  finalist.   Once 

the candidate has accepted the offer, the Department Chair must then contact Human Resources to initiate 
the background check and then complete a Contract Request Form, which will prompt the creation of the 
contract letter.  The contract letter will  then be prepared by the DOF/VPAA Office and will be sent by the 
ADOF in consultation with the Department Chair.  

 
 










	TABLE OF CONTENTS



