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POLITICAL SCIENCE DEPARTMENT POLICY INSTRUCTION 
 
From:  Chair, Political Science Department 
 
Subj: POLITICAL SCIENCE DEPARTMENT TENURE TRACK HIRING 
 PROCEDURES AND NORMS 
 
Ref:  (a) ACDEANINST 12300.1 
 
1. Purpose: To establish procedures and norms to guide the hiring process for tenure track 
appointments to faculty positions in the Political Science department. Tenure track appointments 
are in accordance with reference (a) and afford opportunity for permanent tenure at the Naval 
Academy. Procedures are elements of the hiring process required by Academic Dean policy, or 
by the Political Science department. Norms are guidelines for department procedures that 
incorporate best practices and enhance transparency. 
 
2. Background: Based on earlier practices for hiring the following guidelines promote 
consistency and high standards, while meeting the policy intent and requirements of the 
Academic Dean and Provost specified in reference (a). Faculty hiring must be conducted in a 
professional manner which is fair and impartial throughout and has as its principal goal 
identification of the best-qualified candidate to serve the mission and institutional goals of the 
Naval Academy. 
 
3. Hiring Procedures: 
 
 a. The department chair requests permission to initiate a tenure-track search from the 
Academic Dean and Provost, via the Director, Division of Humanities and Social Sciences. 
 
 b. In consultation with the department, the department chair identifies the department’s 
hiring priorities.   
 
 c. The department chair appoints a Search Committee. The Search Committee should 
have at least one officer as a member. 
 
 d. The Search Committee works with the department chair to draft an advertisement for 
the tenure track position. 
 
 e. All advertisements shall be reviewed by the Academic Dean and Provost and the 
Academic Dean’s Human Resources specialist to ensure the advertisement is consistent with 
Academic Dean and Naval Academy instructions. 
 
 f. The tenure track position shall be advertised to the profession nationally, including but 
not limited to job information lists sponsored by Political Science professional associations and 
journals with a national audience.  



 
 g. The Search Committee shall review applicant dossiers and invite no less than two 
qualified candidates to visit. Dossiers shall be maintained on all candidates until 2 years after the 
position has been filled, in accordance with ref (a). The Search Committee shall complete the 
appropriate forms required by ref (a), or as directed by Human Resources, for candidates selected 
to be interviewed. These forms shall be retained in the department files for 2 years along with the 
candidate’s dossier. These forms include: 
 
  - Faculty Ranking/Rating Quantification Form,  
  - Veterans’ Hiring Preference to Faculty Hiring,  
  - Certificate of Eligibles for Faculty Position, and  
  - Affirmative Action Report Form. 
 
 h. Candidate visitations shall include faculty interviews, teaching a sample class, a 
research presentation, and a meeting with students. The interview shall also include an interview 
with the Academic Dean and Provost or Associate Dean for Faculty. 
 
 i. Department voting for the preferred candidate is:  
 
    (1) Open to all  tenured and tenure track civilian faculty members who have taught in 
the Political Science Department for at least one semester and all military departmental faculty 
members who have taught in the Political Science Department for at least one semester. 
 
    (2) Open only to faculty who have seen all the invited candidates in class and/or 
observed the candidates’ research presentations, and who have participated in the general faculty 
discussion on the candidates’ qualifications. For qualified faculty members temporarily stationed 
outside of the Annapolis area, the department chair may arrange for the faculty members to view 
the candidates’ presentations remotely.  
 
    (3) For qualified faculty members temporarily stationed outside of the Annapolis area, 
absentee voting will be permitted in accordance with the Political Science Department’s 
Instruction on Absentee Voting.  
 
 l. Based on the department’s hiring preference as indicated by the vote at the Department 
Hiring Meeting, the department chair shall complete enclosure (5) of ref (a), Faculty 
Appointment Data Worksheet, to include a proposed pay step level and term of appointment. 
 
 m. The department chair shall forward the department hiring recommendation, along with 
enclosures (1) through (5) of ref (a) via the Director, Division of Humanities and Social 
Sciences, to the Academic Dean and Provost.  The Academic Dean and Provost will prepare a 
letter of appointment and forward the entire package with recommendation to the Superintendent 
for final approval and signature. The department chair will recommend that the successful 
candidate be given a reasonable period of time (preferably two weeks) to make a decision. 
 



 n. If the proposed candidate fails to receive the Academic Dean and Provost’s approval, 
or if the department fails to identify a preferred candidate, the hiring process may be reopened 
among the qualified candidates. 
 
4.  Hiring Norms: 
 
 a. Norm for Search Committee Sequence: 
 
    (1) Committee Meeting 1: Review advertisement, approve schedule and discuss 
procedures. 
 
    (2) Committee Chair seeks approval of advertisement from Department Chair and 
Dean’s office.  
 
    (3) Approved advertisement is posted as widely as possible.   
 
    (4) Committee Meeting 2: Initial Scrub (through majority vote and secret ballots, 
identify candidates as highly qualified or not highly qualified). Highly qualified candidates have 
their dossiers briefed and discussed at the next committee meeting.  
 
    (5) Committee Meetings 3-4: Candidate Briefs (Committee briefs of highly qualified 
candidates). 
 
    (6) Committee Meeting 5: Second Scrub (through majority vote and secret ballots, 
identify candidates as “finalists”).  
 
 (7) Committee Meetings 6: Ranking (using secret ballot, each committee member 
submits their ranking of the finalists).  
 
 (8) From the committee rankings the top 3 candidates are identified for interviews and the 
next three candidates are identified as backups. The Search Committee shall complete the 
appropriate forms required by ref (a), or as directed by Human Resources, for each candidate 
selected to be interviewed. These forms shall be retained in the department files for 2 years along 
with the candidate’s dossier. 
 
    (9) If applicable, the Search Committee Chair contacts the dissertation chairs of the 
interview selectees to verify they are on track to complete their dissertations by the specified 
date.  
    (10) Campus Interviews. (dinner with faculty, meet the Dean, small group meetings 
with faculty, teach a class, and job talk).  
 
    (11) Committee Meeting 7: If the Search Committee achieves a consensus on a 
preferred candidate, they may choose to make a nonbinding hiring recommendation to the 
department at the Department Hiring Meeting.  
  



 c. Norms for Department Hiring Meeting: 
 
    (1) Faculty briefs of each candidate’s teaching and research. If applicable, a committee 
recommendation is given. Department discussion and departmental vote.  
 
    (2) Vote One: Up or down vote (secret ballot) to identify if any of the interviewed 
candidates are deemed unqualified by a majority of the voting faculty.  
 
    (3) Vote Two: From the “qualified” candidates, faculty members vote for their top 
choice.  
 
    (4) The candidate receiving a majority of votes is recommended to the Dean for the 
hire. If no candidate receives a majority, a runoff ballot between the top two candidates will be 
held and the candidate then receiving a majority is recommended to the Dean for the hire. 
 
    (5) Among the remaining “qualified” candidates, the department votes to identify the 
top backup choice. This step is not necessary if a runoff ballot was required. 
 
    (6) For qualified faculty members temporarily stationed outside of the Annapolis area, 
absentee voting will be permitted in accordance with the Political Science Department’s 
Instruction on Absentee Voting.  

 
d.  Norms for Backup Hiring Procedures: 

 
    (1) Should the standard hiring process (discussed above) fail to produce a hire, the 
department chair may elect to continue the search and bring in additional qualified candidate(s) 
to interview. 
 
    (2) Additional interviewees will be selected from the committee’s list of qualified 
backup candidates, in accordance with the committee’s previous rankings.  
 

e. Norms for Faculty Members:  
 

    (1) All  voting is done by secret ballot.  
 
    (2) Faculty members are discouraged from initiating direct contact with candidates.  
 
    (3) All inquiries from candidates regarding the position or institution should be referred 
to the search committee and department chair.  
 
    (4) The department chair will determine how to answer candidate inquiries and will 
keep a file of questions and answers. The file is available to all committee members.  
 
    (5) Faculty members are prohibited from posting anything on political science job 
blogs.  
 



    (6) Faculty members who have personal relationships with candidates are required to 
disclose this information to the full committee.  
 
    (7) The collection of outside information (i.e., information not provided by the 
candidate in their dossier but openly available on the internet from sites like Google, Lexus, 
Facebook, and others) should not be considered during the hiring process unless it is considered 
for all candidates in the pool and shared with all committee members. 
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