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CONFIDENTIAL – DO NOT DISTRIBUTE

Office of Faculty Affairs

The mission of the UW School of Medicine Office of Faculty 
Affairs is to support and empower our community of faculty 

to learn, grow, and thrive.
faculty.uwmedicine.org



CONFIDENTIAL – DO NOT DISTRIBUTE

Visit our website to explore our full range of 
offerings! In addition to those highlighted 
here, we provide resources and events 
designed to support faculty throughout their 
careers.
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Well-Being Programs

We are committed to supporting the well-being 
of people across our biomedical research departments, 
clinical departments, health system, and learning 
environments.
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Upcoming Events



Join at slido.com
#2936550

The Slido app must be installed on every computer you’re presenting 
from
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Tell us where you work

The Slido app must be installed on every computer you’re presenting 
from
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Tell us the faculty position(s) you 
are (or will be) hiring for this 
academic year

The Slido app must be installed on every computer you’re presenting 
from

https://www.slido.com/powerpoint-polling?utm_source=powerpoint&utm_medium=placeholder-slide
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What is one thing you hope to 
learn or take away from this 
workshop?

The Slido app must be installed on every computer you’re presenting 
from

https://www.slido.com/powerpoint-polling?utm_source=powerpoint&utm_medium=placeholder-slide
https://www.slido.com/support/ppi/how-to-change-the-design
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Vision and Overarching Goals

➢ UW School of Medicine (UW SoM) strives to recruit the best faculty 
members from across the country and around the world.  

➢ Our goal is to have a faculty that brings diversity of thought and 
perspective, supports an inclusive and equitable climate, and 
advances the health of the public.

➢ We are committed to ensuring that all faculty have the support and 
opportunities to sustain thriving careers at UW SoM.



Learning objectives and agenda 

1. Explain current University, state and federal policies that guide and 
impact faculty hiring

2. Prepare for a faculty search by implementing best practices for:

➢ Forming search committees

➢ Informing search committees 

➢ Writing job ads

➢ Drafting assessment rubrics

➢ Creating an outreach plan 



Annual SoM Excellence in Faculty Recruitment 
Workshop Series (2026)

Workshop Title Date(s) Offered

1 Preparing for a job search, 
drafting ads and rubrics, 
planning outreach

5/21 
&
8/27

2 Assessment of faculty 
application materials

9/30

3 Effective practices for 
interviewing

10/27



SoM Recruitment Toolkit 
https://faculty.uwmedicine.org 

https://faculty.uwmedicine.org


SoM Recruitment Toolkit

 



Current policy and legal context



How confident do you feel about your 
knowledge of updated federal, state, and 
university guidance in faculty hiring?

The Slido app must be installed on every computer you’re presenting 
from

https://www.slido.com/powerpoint-polling?utm_source=powerpoint&utm_medium=placeholder-slide
https://www.slido.com/support/ppi/how-to-change-the-design
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National context (2025)



National context (2026)





University

Federal

State

Legal 
Ecosystem



Protected Classes under Title VII 

➢Title VII protects individuals from employment 
discrimination based on race, color, religion, sex, and 
national origin

➢These are known as “protected classes” 

➢“Sex” includes pregnancy, childbirth and related conditions



Protected Classes under Title VII 

➢The Supreme Court has ruled Title VII also protects against 
discrimination based on gender identity and sexual 
orientation

➢Use of any protected class is prohibited in any hiring, 
firing, promotion, compensation, job assignment or 
training activity



Protected Classes under Title VII 

Use of any protected class as an 
assessment criterion is illegal



WA State Law: I-200 (1998)

“The state shall not discriminate against, or grant 
preferential treatment to, any individual or group on the 
basis of race, sex, color, ethnicity, or national origin in the 
operation of public employment, public education, or public 
contracting.”



UW Policy: Executive Order 81 (effective July 2025)

Prohibits discrimination based on the following protected 
characteristics, whether actual or perceived: race, color, 
creed, religion, national origin (including shared ancestry), 
citizenship, sex, pregnancy, age, marital status, sexual 
orientation, gender identity or expression, genetic 
information, disability, and veteran status.



Program and Activities Checklist

➢ UW Compliance and Risk Services: 
https://www.washington.edu/cms/civilrights/policies-and-
guidance/compliance-checklists/ 

➢ Eligibility for an opportunity cannot be based on sex, race, color, 
national origin (including shared ancestry), or any protected class

➢ Race or sex cannot be used as selection or decision-making criteria

➢ Communication and actions demonstrate the opportunity is open 
to all







Putting it all together: UW, State and Federal 
Requirements

➢ Discrimination and preferential treatment based on protected class 
are illegal.

➢ Search committees cannot use identity markers such as race, 
ethnicity, or gender as a criterion or factor in evaluation.

➢ A range of outreach efforts to broaden pools of qualified 
applicants are required of federal contractors, allowed under EO 
81 and state law, and encouraged by the University. 



Recent Changes to Diversity Statement Requirement

➢As of March 2026, application requirement redefined so 
that separate diversity statement will no longer be 
obtained

➢Previously required per UW Faculty Code (Chapter 24-32)
o “part of a comprehensive evaluation of scholarship and 

research, teaching, and service”
o Used in different ways with variability across searches



Assessing Contributions to Diversity – New Guidance 

Integration into core statements

➢ ”Information about a candidate’s past experiences 
and/or future plans for fostering a welcoming and 
inclusive environment should be embedded within 
the existing statements related to the core functions of 
the position” – i.e., cover letter, CV

➢You cannot request a separate diversity statement



Assessing Contributions to Diversity – New Guidance 

Full review for all candidates

➢Can’t be a proxy for identity markers, or a screening 
tool

Broad view of diversity 

➢ “Diversity should be understood broadly, with the goal 
of creating and maintaining an environment in which 
[all] members of our University community have the 
opportunity to thrive”



Assessing Contributions to Diversity – New Guidance 

➢ Mandated standardized language in job ad:

 Applicants should articulate how their past experiences and/or 
future plans in research, teaching, mentoring, patient care, 
and/or service promote a sense of belonging and foster a 
welcoming and inclusive environment.

➢ Any variation must be pre-approved by the Dean’s office, in 
consultation with the Civil Rights Compliance Office 



Do

• Use skills, 
experiences, and 
job-related 
assessment 
criteria

• Ask about 
leadership, unique 
perspectives and 
experiences

Do NOT

• Seek information 
about protected 
characteristics

• Ask how the 
applicant would 
contribute to 
diversity based on 
protected 
characteristics



Role of the search committee

➢Discuss the necessary skills and functions of the role

➢Discuss how the commitment to fostering a welcoming 
and inclusive environment shows up in each job function

➢Define where you will look for evidence of these skills 
(e.g., CV, letter, interview?)



Compared to our earlier poll, which best 
describes how confident you feel now about 
your knowledge of updated federal, state, and 
university guidance in faculty hiring?

The Slido app must be installed on every computer you’re presenting 
from

https://www.slido.com/powerpoint-polling?utm_source=powerpoint&utm_medium=placeholder-slide
https://www.slido.com/support/ppi/how-to-change-the-design
https://www.slido.com/support/ppi/how-to-change-the-design


Forming and informing the search 
committee



When does a search begin?

➢Whether you know it or not, you are always recruiting

➢Professional relationships and collaborations you create 
today can lay the groundwork for effective and excellent 
recruitment months or years down the road



SAMPLE SLIDE FOR INVITED TALKS

A little about me

> I am passionate about…

> My academic mission is to…

> The best part of my [personal/professional] journey has been…

> I am at UW because….

> I welcome the opportunity to meet with you!



Image credit: https://norcast.tv/weather-vs-climate-understanding-the-key-differences/  



Provide 3-5 words to describe the 
hiring climate in your 
department/division/section/unit.

The Slido app must be installed on every computer you’re presenting 
from

https://www.slido.com/powerpoint-polling?utm_source=powerpoint&utm_medium=placeholder-slide
https://www.slido.com/support/ppi/how-to-change-the-design
https://www.slido.com/support/ppi/how-to-change-the-design


What are some words that applicants 
have used to describe their experiences 
applying for a job in your unit?

The Slido app must be installed on every computer you’re presenting 
from

https://www.slido.com/powerpoint-polling?utm_source=powerpoint&utm_medium=placeholder-slide
https://www.slido.com/support/ppi/how-to-change-the-design
https://www.slido.com/support/ppi/how-to-change-the-design


Formation of a Search Committee

Signals the values of the hiring unit and how it 
distributes power

➢ How does the hiring leader communicate about the 
search? Is it open to all?

➢ Is there an "heir apparent"?
➢ Shared governance: standing committee members vs. 

rotating positions



Formation of a Search Committee

Size and composition – who serves on the committee?

➢ Should reflect broader goals and values
➢ Broad representation of key collaborators
➢ Roles and expertise to enable different perspectives to 

be shared throughout the process
➢ Early-, mid-, advanced- career faculty?
➢ Staff, students, post-docs or trainees?
➢ Someone from outside of the division/department?



Serving on a committee cannot be based on protected 
characteristics

Rodríguez et al. BMC Med Educ 2015



Planning Activity 

List 5-10 people with 
whom the new faculty 
hire will 
interact regularly

List the search  
committee members

Whose perspectives are 
missing? Who might 
make the search more 
rigorous and inclusive?



Planning Activity Example: Early-career faculty 
scientist

List 5-10 people with 
whom the new faculty 
hire will 
interact regularly

List the search  
committee members

Whose perspectives 
are missing? Who 
might make the search 
more rigorous and 
inclusive?

Faculty 
-inside subspecialty
-outside subspecialty

Staff

Students, Postdocs, 
Trainees

Vice Chairs – Research, 
Finance, Education



List 5-10 people with 
whom the new faculty 
hire will 
interact  regularly

List the search  
committee members

Whose perspectives 
are missing? Who 
might make the search 
more rigorous and 
inclusive?

Faculty 
-inside subspecialty
-outside subspecialty

Staff

Students, Postdocs, 
Trainees

Vice Chairs – Research, 
Finance, Education

Senior faculty within 
specific area of research

Senior faculty within 
department but separate 
research focus

Vice Chair of Research

Recently hired early 
career faculty member

Planning Activity Example: Early-career faculty 
scientist



List 5-10 people with 
whom the new faculty 
hire will 
interact  regularly

List the search  
committee members

Whose perspectives 
are missing? Who 
might make the search 
more rigorous and 
inclusive?

Faculty 
-inside subspecialty
-outside subspecialty

Staff

Students, Postdocs, 
Trainees

Vice Chairs – Research, 
Finance, Education

Senior faculty within 
specific area of research

Senior faculty within 
department but separate 
research focus

Vice Chair of Research

Recently hired early 
career faculty member

Faculty scientist/researcher 
from another department 

Grants manager 

Graduate student

Mid-career faculty member 
(recently promoted)

Planning Activity Example: Early-career faculty 
scientist



Planning Activity Exercise: Your turn 

List 5-10 people with 
whom the new faculty 
hire will 
interact regularly

List the search  
committee members

Whose perspectives are 
missing? Who might 
make the search more 
rigorous and inclusive?



Informing a Search Committee: the "charge"

What is the charge?

➢ Opening message to the search committee from the hiring 
leader (e.g., Department Chair, Division Head, or Dean)

➢ Outlines the goals, expectations and scope of work of search 
committee

When is the charge delivered?

➢ Before any search committee work begins

➢ Ideally, at beginning of first committee meeting 



What are the elements of an effective "charge"?

➢Clear and succinct

➢Goals and timeline for the search

➢Reminder of strict confidentiality of all committee 
meetings and discussions



What are the elements of an effective "charge"?

Clarity about scope of work

➢ Search committee is usually advisory – makes 
recommendations

➢ Hiring leader/authority makes final decision
➢ Listening sessions/town halls with hiring unit (e.g., for 

leadership searches)
➢ Expectations for outreach 
➢ Ranked versus unranked list of finalists



What are the elements of an effective "charge"?

Clarity about roles

➢ How much oversight will hiring leader provide?
➢ How will the rest of the faculty be kept informed about 

search progress?
➢ What is the role of administrative staff in the search?

Relevant availability data (e.g., AAMC; NSF)



Availability data example

➢ Open rank faculty search in Psychiatry, clinician teacher WOT

➢ AAMC U.S. Medical School Faculty Report, 2025
o Total Psychiatry faculty: ~13,900 
o 44% male, 56% female
o ~9% UiM

➢ Wyse et al. Acad Psychiatry 2020
o Higher UiM representation amongst residents (16%) and 

practicing physicians (10%) compared with faculty in AAMC 
report



Three important actions before search committee 
work begins:

1. Communicate need for mandatory training to search 
committee

2. Have a plan for records management and retention

3. Discuss and have a plan for:
o Committee decision making
o Conflicts of interest



Before search committee work begins:
REQUIRED SoM Training

Three ways to complete the training

o Live session by Assistant Dean or proxy with Q&A (45 min.) 
Required for leadership searches

o Watch pre-recorded video in Learning Hub

o Attend all 3 Excellence in Faculty Recruitment workshops



Go to https://lms.uwmedicine.org/  

Log in/launch the Learning Hub



Find “faculty search committee training attestation”



Start “faculty search committee training attestation”



Enter your FULL name and UW email address, then 
click “NEXT”



Read the text and click “NEXT”



Select the training format that applies to you and click 
“SUBMIT”



Enter the month and year of the live training and click 
“NEXT”



Save your attestation in PDF format

**Email the PDF to your academic HR team or search committee chair**



Training verification will be required before job ad 
approval

• Academic HR colleagues in Committee Manager or 
Administrator roles in Interfolio Faculty Search will be 
asked to add an attestation under Internal Notes that 
they have verified completion of training for all search 
committee members

• We are monitoring this process after 7/1 implementation 
and gathering feedback



Before search committee work begins:
Records Management Plan

"Old Cassette Recorder From Early 80’s MK 232" 

by jarekwally is marked with Public Domain Mark 1.0.



Before search committee work begins:
Crucial Dialogue

How are we going 
to decide on the 

short list?

I think we should vote 
instead of deciding 
through consensus. 

What do you all think?



How are we going 
to handle 

potential conflicts 
of interest?

What do you consider 
a conflict of interest?

Before search committee work begins:
Crucial Dialogue



Relationships with Applicants and Potential Conflicts 
of Interest

"A conflict of interest exists when a person participating in a decision 
has a substantial connection or interest related to individual(s) 
affected by the decision that might bias or otherwise threaten the 
integrity of the decision process or that might be perceived by a 
reasonable person as biasing or threatening such decisions. This 
includes familial, romantic, or sexual relationships and financial 
conflicts of interest. This may also include some professional 
relationships. No list of rules can provide direction for all the varying 
circumstances that may arise; good judgment of individuals is 
essential."

(Faculty Code Section 24-50)



Relationships with Applicants and Potential Conflicts 
of Interest

➢How will committee members define potential conflicts of 
interest?
o Familial relationships
o Romantic or sexual relationships
o Business or other financial interests
o Official academic advising relationships
o Major research collaborator, mPI, or co-author

➢How will committee members respond to potential 
conflicts of interest?
o When to disclose?
o When to recuse?

Always conflicts of interest

May or may not be 
conflicts of interest



Writing an Effective Job Ad
With thanks to Professor Chad Allen and Professor Joyce Yen for use/adaptation of their 
slides



Interfolio (friend, not foe)

➢ Interfolio is the system through which we ensure 
consistent, fair and legal recruitment practices at UW

➢Multiple user guides are available (see our Toolkit)

➢ It is important to communicate with your Academic HR 
representative early and often when writing the job ad



Interfolio non-negotiables

➢ Once an ad is published, it must stay open/accept applications for a 
minimum of 30 days
o Publication in national print journal or Chronicle of Higher 

Education (online) also required for minimum of 30 days

➢ There is stock language that must be included 
o Ex: “All University of Washington faculty engage in teaching, 

research/scholarship and service.”

➢ Monthly base salary range and other planned compensation must 
be included



New in 2026: Job Ad Templates



New in 2026: Job Ad Templates



Three Parts of the Job Ad

➢Position Description
o Job duties

➢Qualifications
o Not to be confused with preferences
o These are MINIMUM qualifications

➢ Instructions for applicants





Position Description (1)

The [Department/Unit] at the University of Washington invites 

applications for a faculty position at the rank of 

[Assistant/Associate/Full Professor], with an anticipated start date of 

[month, year]. We seek applicants who demonstrate commitment to 

excellence in research, teaching, and service in a diverse and inclusive 

academic community. The successful candidate will join our faculty on 

a full-time basis for a [nine-month academic/twelve-month] 

appointment [add “3-year term, renewable” if Assistant Professor] 

beginning [date]. 



Position Description (2)

The base salary range for this position will be [$XXXX - $XXXX] 
per month, commensurate with experience and qualifications, or 
as mandated by a U.S. Department of Labor prevailing wage 
determination. [additional language depending on 
compensation plan]

The successful candidate will be expected to [Insert specific 
details about expectations for the position.]

[Insert relevant information about the hiring unit.]

All University of Washington faculty are expected to engage in 
teaching, research, and service.



Reframing the Job Ad as an Opportunity...

➢ ...to tell applicants WHO we are, WHAT we do, and signal 
ENTHUSIASM for welcoming qualified and collaborative colleagues 

➢ … to SHOW that we want a broad pool of applicants with a range of 
relevant expertise and interests

➢ … to DESCRIBE potential opportunities in funding, research, 
education and career advancement

➢ … to make your work and lives EASIER by establishing a 
throughline between our mission/vision/values, the 
job description, and assessment rubric



Position Description

➢ Highlight why your department/division would be a great place to 
work 

➢ Describe potential collaborators across UW and SoM; for example, 
research centers, outreach programs, and/or faculty development 
resources

➢ Use inclusive, inviting language that will appeal to a broad 
range of applicants



The original The revision

All University of Washington faculty 
engage in teaching, research and service. 
[required; cannot be edited]



The original The revision

All University of Washington faculty 
engage in teaching, research and service. 
[required; cannot be edited]

ADD: The University of Washington 
School of Medicine (UW SoM) is 
dedicated to improving the health of the 
public.

Faculty contribute to this mission in 
meaningful and diverse ways, through 
excellence in biomedical research, 
education, clinical care, and service to 
communities across the Pacific 
Northwest region.



The original The revision

Clinician Scholars are expected to 
participate in scholarly activities 
including research and publication as 
an integral part of their job 
description.



The original The revision

Clinician Scholars are expected to 
participate in scholarly activities 
including research and publication as 
an integral part of their job 
description.

EDIT: Clinician Scholars are expected 
to participate in scholarly activities, 
within and beyond the University and 
Seattle Children's Hospital, including 
establishing a focused area of 
research and track record of peer-
reviewed publications and 
presentations. We have numerous 
opportunities and resources available 
to explore and strengthen research in 
biomedical, clinical, implementation 
science, and educational fields.



Example: Open Rank (WOT) Search – Congenital 
Cardiac Surgeon



Be Careful with "Preferences"!

➢All education, experience, skills and qualifications – even if 
"preferred" -- will be treated as a requirement by Dept. of 
Labor

➢ Job ads are often sent back for revision because of this 
issue 

➢Preferences can be written as anticipated job duties in 
Position Description



➢ State minimum qualifications for the position (e.g., 
minimum degree(s), required experiences or training, etc.)

➢Remember that any qualification can/will be interpreted  
literally





Open Discussion about Job Ads

Questions? Contact Sylvia Woods, Academic HR Manager, Faculty 
Recruitment and Onboarding: woosyl@uw.edu



Drafting Assessment Rubrics



The Throughline - Consistency

There should be a 
throughline between 
the mission, vision, and 
values of your unit, the job 
ad, and the assessment 
rubric and plan used by the 
search committee. 

This means that there 
should be consistent 
themes and content 
across all stages of the 
search process.



Assessment Rubrics

Create your rubric(s) 
at the same time as 
your job ad 

Map assessment 
criteria to specific 
parts of the job 
ad

Finalize the rubric 
BEFORE review of 
applications 



Rubrics in the SoM Recruitment Toolkit



Creating an Outreach Plan



SEARCH is a verb!

➢Circulate the job ad as widely as possible

➢Use multiple avenues:
o Professional job boards 
o Scholarly publications
o Listservs, websites and social media accounts of 

relevant professional groups or organizations
o Conferences



SEARCH is a verb!

➢Activate your professional networks!

o Ask all department faculty to contact their colleagues at 
other institutions 

o Send announcements to sections of regional, national, 
or international organizations working to advance 
health equity

o Host a targeted reception at a conference



SEARCH is a verb!

➢ Send out job announcements/request nominations 
broadly, including from institutions that serve large 
numbers of historically underrepresented populations

➢Have unit leadership or search committee chair 
personally contact qualified potential applicants



We do not rise to the level of 
our goals; we fall to the level of 
our systems. ( James Clear)

Effective IS efficient
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Thank you!

srooh@uw.edu



Thank you! 
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