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Sample Charge to the Search Committee

Thank you for your willingness to serve on the {insert position title} search committee.  The role of the Committee is advisory in nature and is vital to the success of the search process.  As outlined in the NIU Academic Policies and Procedures Manual (APPM), the Committee makes a recommendation for hire to the hiring official.  The final hiring decision will be made by the {insert title of the hiring official}.  For your convenience, the job description, a list of search committee members, a timeline, and confidentiality agreement are attached.  

As a member of the search committee you are required to sign the attached confidentiality agreement.  Once signed, please return it to {name of contact person} via email as a pdf or through campus mail.  Your participation on this committee is not confidential; however, it is essential that the finalists remain confidential as well as the dates of the interviews.  If you are asked if you are on the search committee, you may answer yes.  We will not release the names of the search committee members publicly until after the search is finished.  This is so you will not have media or others contacting you about the search. You may also consult constituencies you represent (e.g., faculty, SPS, deans) to get their feedback on questions to ask the finalists.   We will be using Blackboard and other electronic media for reviewing candidate files and sharing information. This information should not be printed or shared with anyone other than the individuals involved in the search process.   

