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A.
Purpose

To establish a procedure for the University of Maryland Extension (UME) tenure- track Field Faculty search and screen process.  The UME Director provides authorization to fill all Extension vacancies.  These procedures apply to filling tenure-track Field Faculty vacancies at all agent ranks as identified by University of Maryland Policy.

To provide consistency in UME searches; to promote and facilitate Equal Employment Opportunity; to enhance the effectiveness and efficiency of UME searches, these procedures establish a Statewide Committee for hiring UME tenure-track Field Faculty.


University of Maryland Extension shall follow all of the University of Maryland, College Park policies, procedures and guidelines for hiring.  Specific search procedures are identified in the document, “Procedures and Guidelines for Conducting Faculty and Staff Searches at UMCP” and in the UMCP Faculty Handbook.  All UME searches must conform to University of Maryland and United States Department of Agriculture EEO, Affirmative Action and Civil Rights laws and regulations.


Actions taken pursuant to this procedure shall be consistent with the University of Maryland Extension’s commitment not to discriminate in any matter against an employee or applicant for employment because of race, color, religion, creed, age, sex, marital status, national origin, ancestry, sexual orientation, or physical or mental disability unrelated in nature and extent so reasonably to preclude the performance of such employment.

B.
Statewide UME Search and Screen Committee
The UME Associate Director in consultation with the Director Human Resources shall appointment a five (5) member search committee (the committee) of tenured/ tenure-track Extension Educators as follows:
· UME Extension Specialist from REC, 4-H or UMES 
· Extension Educator from Agriculture and Natural Resources

· Extension Educator from Family and Consumer Sciences
· Extension Educator from 4-H/Youth Development
· Extension Educator from Sea Grant
The committee will have the following Ex-Officio members:
· State Program Leader (SPL) from the respective program area (Ex-Officio)
· Director, Human Resources (DHR) (Ex-Officio)
The SPL serves as ex-officio to review specific position qualifications for their respective program area and lend guidance on program direction.  The SPL is not a voting member of the committee during the interview process, but during the interview may provide clarification and input during the discussion and decision making process of the committee.  The DHR serves as ex-officio to review the search process, move the search process forward and lend guidance for diversity to the committee.  The DHR is not a voting member of the committee.
Committee Structure:

· Each faculty member shall serve for a period of (2) two years beginning on or about January 1 and ending December 31 two years later. 
· The statewide committee shall serve as the search and screen committee for all searches to fill UME open tenure-track Field Faculty positions including County/Cluster Educators and Extension Specialists.  The Associate Director, UME or, the 1890 Extension Administrator, as appropriate; and the Director, Human Resources will conduct an orientation session with committee members during January or February of each year and charge the committee at that time.
· The committee shall consist of a chair who shall serve an initial one-year term and a co-chair who shall serve as chair during year two of a two-year term. 
· The initial electronic hiring process shall be handled at the Regional Business offices.

· The Human Resources Department shall provide administrative support for all searches.  All affirmative action records will be maintained by the HR Department.
· Search committee meetings shall take place by electronic, teleconference, web conference, and/or meeting at a central location.   
Where possible, the committee will conduct simultaneous searches in 

each respective program area.  Qualified applicants will be encouraged to apply to all appropriate open UME positions.

C.        Advertising
· Generally, positions shall be advertised for a minimum of 30 days or until a suitable candidate is identified.
· The HR Department will place all national newspaper and electronic advertising.

· Local advertising, placement in specific subject matter journals and personal contacts are the responsibility of the Assistant Director of Operations (ADO) and/or City, County/Counties where the position is based.
D.       Approval

The Assistant Director of Operations takes the initiative for filling tenure-track Field Faculty positions through the eTerp online system.  The ADO makes a request to fill a tenure-track Field Faculty position in consultation with the county faculty and respective State Program Leader in accordance with the Agriculture and Natural Resources Procedure “Position Approval and Hiring Procedure.”   This request includes the rationale for filling the position; proposed position description; and the funding source for the position.  

E.
Search and Screen Procedure

1.
At the beginning of each search, the committee chairperson develops the search and screen plan in accordance with UMCP policy.  
2.   
The ADO submits a position announcement, the position description as identified in section “C” above and a newspaper/journal ad to AGNR Equity Administrator and the committee chairperson for review.
3.  
The committee chairperson, Dean/UME Director and Equity Administrator shall approve the plan.  The DHR approves the position announcement and newspaper/journal advertisement and assigns a closing date.

4.   
UME tenure-track Field Faculty are given the opportunity to request reassignment to the position in accordance with the “University of Maryland Extension Policy on Reassignment of Faculty” and the “Maryland Cooperative Extension Procedure for Reassignment of A Tenured/Tenure-Track Field Faculty Member To Fill An Open Position.”  The DHR issues the position announcement to UME eligible tenured/tenure-track Field Faculty seeking any request(s) for reassignment.  Tenure-track Field Faculty members are given two weeks to request reassignment by writing or sending electronic mail to the ADO, with copies to the SPL and DHR.  The request must include a letter of interest and a current C.V.
· If tenured/tenure-track faculty members express interest in reassignment, the relevant reassignment policy and procedures will be initiated.

· The committee shall review the faculty member’s documentation, along with the position requirements. 
· The committee shall make a recommendation to the appropriate SPL, with copies to the ADO and DHR.

· The qualified internal candidate(s) would then make a public seminar in the locale of the position.  The ADO will facilitate the local process. Evaluative feedback will be obtained from the candidate’s seminar and shall be provided to the appropriate SPL for final decision in consultation with the UME Associate Director.
· If no internal UME tenure-track Field Faculty members express interest in reassignment by week two, advertising for a national search will commence.  Likewise, if the internal faculty member is not offered reassignment, advertising for a national search will commence.
5.  The committee shall proceed with the search and screen process following the
UMCP “Procedures and Guidelines for Conducting Faculty and Staff      Searches.”
· AGNR HR screens the applications for minimum qualifications.
· The committee further screens and interviews candidates to determine acceptable candidate(s) for further consideration by the local committee.
· The committee may recommend candidate(s) for other positions after seeking input from interested candidate(s).

6. Upon completion of the search the committee chairperson makes a recommendation of the acceptable candidate(s) to the respective SPL and ADO.

· The ADO arranges for a seminar at the local site and will seek comments from UME faculty and staff; may seek comments from local clientele.  As part of the local seminar, candidates will meet with respective SPL regarding programmatic aspects of the position. Candidates will also meet with the ADO regarding the administrative aspects of the position.
· The ADO compiles comments received from the local seminars.  Evaluative comments are then shared with the SPL.
7. The SPL and the ADO makes a recommendation to hire to the Associate Director.  

8. The committee chairperson and the HR Rep complete the eTerp process and seats the position.
9. All employment offers are tentative pending approval by the authorizing UMCP official and approval of the appointment by Academic Affairs.
10. Upon approval of the appointment the ADO works with the new faculty member to complete the hiring process.
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