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Introduction

Regulations and guidelines provide the foundation for the search, selection and approval of community college presidents.  This guidebook was developed by the State University of New York (SUNY) Office of Community Colleges with the assistance of the Office of the Vice Chancellor and Secretary of the University, and is intended to be of assistance to community college trustees, search committees and others as they begin the important task of selecting a president.
Section I is the official code authorization based on The Education Law.  Section II is the guidelines approved and revised by the SUNY Board of Trustees and are not being changed at this time.  Sections III through IX are recommendations and sample forms to assist you on this very important process.  The sample forms and Best Practices are advisory only and are not meant to be a requirement or an endorsement of their use.  It is acknowledged that each campus and presidential search circumstances are different.  
The procedures, recommendations and forms included in this guide have proven useful and beneficial during the presidential search process.

For further assistance, please contact either one of the offices listed below.
Office of the Vice Chancellor




Office of the Vice Chancellor
for Community Colleges




and the Secretary of the University
Dr. Carol Eaton





Mr. John O’Connor

Phone:  518-443-5134





Phone:  518-443-5157

Fax:
 518-443-5250





Fax:
 518-443-5159
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Section I.  LEGAL AUTHORITY
Reference:
Official Compilation of Codes, Rules and Regulations 

of the State of New York;

Subchapter D of Chapter V of Title 8, Code of Standards and Procedures for the Administration and Operation of Community College, Under the Program of the State University of New York



(Statutory Authority:  Education Law, §355(1)(c), 6306 (2)
(8 NYCRR §604.2):

Section 604.2 Responsibilities and duties of the college trustees.  Under the time-honored practice of American colleges, trustees of colleges, as legal official bodies corporate, concentrate on establishing policies governing the college, and delegate responsibility for the administration and execution of those policies to their employed professional administrators.  The college trustees, subject to the approval of the State University Trustees, shall appoint a president (whether permanent, acting, or interim), approve curricula, prepare, approve and implement budgets, establish tuition and fees (within legal limits), approve sites and temporary and permanent facilities.  Approval or disapproval of the appointment of a president by the State University Trustees shall be made in accordance with the State University Trustees’ guidelines for the selection and approval of such appointments.  The guidelines shall include a procedure for the State University Trustees to receive the recommendation of the Chancellor concerning such appointment.  The college trustees shall provide for the awarding of certificates and diplomas, and the conferring of appropriate degrees on the recommendation of the president and the faculty.  In addition, the college trustees upon the recommendation of the president shall appoint personnel, determine and implement salary and employee benefit schedules, and approve the organizational pattern of the college.

(a) The college trustees shall formulate and record the policies and procedures of appointment and conditions of employment of the president and other professional administrative personnel not holding academic continuing appointments or tenure.

(b) The college trustees shall establish policies and delegate to the president or designee  responsibility for the following:

(1) personnel policies, including the following:

(i) appointments, promotions, tenure and dismissals of faculty and staff members;

(ii) conditions of employment, leaves of absence and sabbatical leave;

(iii) rules and regulations to which faculty and staff are expected to adhere;

(iv) statements regarding academic freedom; and 

(v) subject to the local and State civil service regulations, the working conditions for nonacademic personnel and fixed rates of compensation;
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(2)
creations of divisions, departments, and appropriate administrative and academic positions and definition of duties to carry out the objectives of the college;


(3)
regulations governing the behavior and conduct of students and guiding the cocurricular program of the college;


(4) 
authorization and supervision of travel for the purposes of the college;



(5)
care, custody, control and management of land, grounds, buildings, equipment and supplies used for the purposes of the college for carrying out its objectives;



(6)
use of college facilities for outside organizations;



(7)
admission of students;



(8)
 preparation of a budget for operation of the college for submission to and approval by the local sponsor and the State University trustees;



(9)
 preparation of capital equipment and capital construction budgets;



(10)
use of college facilities for research, consultation or other contractual services  pursuant  to  the  educational  purposes  of  the college, in accordance with regulations of the college trustees and upon reimbursement to the college on a fair and equitable basis for the use of facilities or equipment; and


(11)
 make available for inspection all college policies and procedures at the college for the convenience and information of members of the college constituency.
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Section II.  SUNY BOARD OF TRUSTEES GUIDELINES FOR THE SELECTION AND APPROVAL OF COMMUNITY COLLEGE PRESIDENTS

Legal Authority

The legal authority to approve the appointment of a community college president is vested in the State University Board of Trustees by Section 6306(2) of the Education Law which states that the board of trustees of each community college shall appoint a president subject to the approval of the State University Trustees.  These guidelines are intended to provide guidance to community college boards when they are engaged in the process of selecting or evaluating the appointment of a campus president.  The following guidelines will be applied in connection with the approval or disapproval of a presidential appointment by the State University Trustees after receipt of the recommendation of the Chancellor in accordance with 604.2 of the Community College Code of Regulations and the procedures set forth in these guidelines.
Procedures for Search

The appointment by the college board of trustees shall follow an open search in which college constituencies play a substantial role and which shall, in the spirit of affirmative action, reflect good faith efforts to generate a substantial and diverse pool of applicants.  

· As soon as is practical after a presidential vacancy occurs, the college board of trustees should appoint a committee to advise the full board on the appointment of a new president.  The committee should, in accord with generally accepted presidential search procedures, have representatives from principal constituencies including, but not limited to, teaching faculty, administration, support staff, students, alumni, the college sponsor, and, of course, the board itself.  Confidentiality is most important, and anyone agreeing to serve on a search committee must respect this principle.
· The Chancellor shall immediately designate a State University System Administration staff member to act in an advisory capacity with the community college trustees and presidential search committee.  That representative shall have full access to files of the committee, shall be entitled to attend all search committee meetings, and shall be responsible for reporting to the Chancellor and the State University Trustees regarding the progress of the search and the work of the committee.

· The college board of trustees should take advantage of the presidential vacancy to determine its immediate leadership needs and those of the foreseeable future.
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· At the first presidential search committee meeting, the chairperson of that committee, along with the System Administration representative, should acquaint the committee members with search procedures in general and those established by the board of trustees of the college, and provisions of the State University Trustees Guidelines for the Selection and Approval of Community College Presidents.

· Following review of candidates, the presidential search committee should plan to interview a small number of candidates, and from that group refer the finalists to the board of trustees of the college.

· The college board of trustees should meet with the finalists, select one from that group, and request the State University Board of Trustees to approve the appointment after receiving the recommendation of the Chancellor.

· A recommendation by the Chancellor to the State University Board of Trustees for approval or disapproval will take into consideration the conditions of appointment of such presidential candidate as evidenced by a resolution of the college trustees or proposed contract of employment.  The conditions of appointment to be considered would include, but not be limited to, salary and other major executive benefits, length of employment contract and procedures for notice of renewal, and terms of severance in the event of termination or non-renewal.

· The Chancellor, or designee, shall provide such further advice and assistance in connection with the selection and approval of presidents of community colleges not inconsistent with these guidelines as the community college trustees shall request.

· Notwithstanding the procedures followed or the qualifications of the presidential candidate, the community college board of trustees and/or the State University Board of Trustees reserve the right to reject any candidate.

Approved by the SUNY Board of Trustees

Resolution 72-217 September 30, 1972

Revised December 12, 1991
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PROCEDURES MANUAL
Section III:  Qualifications of President
Responsibilities and Qualifications of the President

It is the responsibility of the college board of trustees to develop a detailed position description that includes responsibilities and duties of the president as well as qualifications that it will use in the recruitment, screening and selection processes.  In this vein, section 604.3 of the SUNY Code of Rules and Regulations should be taken into account:

Section 604.3 Responsibilities and Duties of the President.  The president of the college, as the chief executive officer responsible to the college trustees, is responsible for providing general educational leadership and for promoting the educational effectiveness of the institution in all its aspects.  In this regard, the president will perform the following duties:

(a) Implement, execute and administer all policies of the college trustees and the State University Trustees

(b) Formulate and present to the college trustees, for their action, recommendations on:

(1) curriculum;

(2) budgets;

(3) salary and employee benefits schedules;

(4) personnel appointments, promotions, tenure, retention and retrenchment; unless this authority has been designated to the president
(5) organizational structure;

(6) planning and management of facilities; and

(7) granting of degrees or certificates;

(c) administration of collective bargaining agreements;

(d) submit an annual report on the operation of the college to the college trustees, and prepare such other reports as the college trustees or State University of New York may require;

(e) assure the preparation of a faculty handbook in which the role of the faculty in the administration and advancement of the college is described (see also section 605.1 of this subchapter);

(f) assure the preparation of documents needed for orientation and guidance of students attending the college.
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Qualities to be Sought in a Prospective President

Although a list of qualities to be sought should not be viewed as an absolute requirement, and while the qualities most appropriate will vary by college and historical moment, the following qualities are generally expected for the presidency of a SUNY Community College:

· An appropriate background of qualities, credentials, academic experience and accomplishments evidencing strong leadership ability.  An earned doctorate is generally recommended but not required.  Persons with diverse backgrounds and capabilities are welcome and encouraged to apply.
· Successful academic administrative experience appropriate to the requirements of the presidency;

· Qualities of leadership and ability to maintain effective relationships with trustees, faculty, students, administrative staff, alumni, and members of the community;

· Commitment to the mission of public higher education, generally, and to the specific mission of the community college for which the candidate is being considered;

· Evidence or distinct promise of the ability to build productive community relationships; 

· Evidence or distinct promise of the ability to generate external support;

· Commitment to the principles of diversity and equal opportunity; and

· Personal traits necessary for the most exacting of executive responsibilities, among which are strength of character, intelligence, integrity, humor, fortitude, judgement, flexibility, openness to new ideas, sensitivity to human values, and a capacity for hard work.














III-2
Section IV:  RECOMMENDED STEPS IN THE PRESIDENTIAL SEARCH PROCESS
1. A vacancy is determined and notice forwarded to the SUNY Chancellor.

2. The college board of trustees meets to plan and implement search procedures.  The board also sets priorities and requirements that will guide the search and selection processes by reviewing past, present and anticipated future leadership needs of the college.

3. The Chancellor will appoint a State University System Administration liaison to the search committee to assist and advise in the search process.

4. The college board appoints a search committee and names a committee chair and secretary.  
The college board determines if it shall employ a search firm.  Should an executive search firm be employed, it is strongly recommended they comply with the recommendations provided in this guidebook.

5. The search committee convenes.

6. The college board gives a charge to the search committee.

7. The committee sets up a meeting schedule.

8. A timetable for completing the search is developed.
 

9. The job description for president is developed reflecting the leadership needs determined in #2 above.

10. Recruitment methods and advertising sources are considered and determined.

11. The position is posted.  A special notation should be included on the college’s website listing the announcement, the timetable, the job description and any other pertinent information.
12. A system for rating the qualifications of candidates is devised.

13. Letters expressing interest, vitas and other pertinent material arrive from prospective candidates.

14. Letters of acknowledgement, along with application and Institutional Data Summary, and other information as appropriate, are sent to candidates.

15. Individual committee members conduct a formal review of candidates’ credentials.

16. The search committee meets to screen the pool and separate acceptable from unacceptable candidates.  Letters indicating lack of interest are sent to the unacceptable candidates.

17. The committee again examines credentials of the “acceptable” pool and selects a list of strong candidates for interviews.  Often these number from six to nine, but this is not required, and varies by situation.  Additional lack of interest letters are sent to the remaining pool of candidates.

18. The committee determines an interview schedule, including dates and involvement of the various college constituencies, i.e. trustees, sponsor, faculty, students, administrative leaders, staff, collective bargaining units, and local community leaders.

19. Interviews are scheduled and held with the selected list of strongest candidates.

20. References and credentials are checked.

21. Finalists are selected and referred to the college board of trustees for consideration.  Usually the list of finalists numbers from three to five, but this is not required and varies by situation.  

22. The SUNY liaison shares information on the finalists with the Chancellor, with justification.  This takes place prior to any discussion, offer, resolution, contract or announcement relative to finalists.  The Chancellor provides input on the finalists to the college board of trustees.
23. The college board of trustees interviews finalists.  Candidates also meet with the various campus constituencies.

24. The college board of trustees does a final evaluation of the candidates.

25. A selection and a job offer are made.  A contract is developed by the college board and

      negotiated with the chosen candidate, which is finalized upon SUNY Board approval.

26. The college board of trustees appoints the president subject to approval by the SUNY Board

      of Trustees.

27. The Chancellor and the SUNY Board of Trustees meet the candidate.  The Chancellor makes  
      a recommendation on the appointment to the SUNY Board.  The recommendation by the 

      Chancellor to the SUNY Board of Trustees will take into consideration the conditions of 

      appointment of such presidential candidate.  The conditions of appointment to be considered 

      may include salary and other major benefits, length of employment contract, procedures for 

      notice of renewal, and terms of severance in the event of termination or non-renewal.  These 
      conditions shall be set forth in writing (contract, offer letter, etc.) and reviewed by the 
      Chancellor.

28. After receiving the recommendation of the Chancellor, the SUNY Board of Trustees                 approves (or disapproves) the appointment.

29. If approved, the search is completed and the contract is finalized.  The search committee is  

      thanked and discharged.

30. Announcements are sent to the other finalists.
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Section V:  BASIC CONSIDERATIONS IN THE PRESIDENTIAL SEARCH PROCESS
Campus Self-Assessment

First and foremost, the college trustees should take advantage of the presidential vacancy to do some institutional soul-searching.  The leadership needs of any institution vary at different times in its history.  Having decided where the institution is and where it is headed, the trustees can move on to the second phase, which is to develop a reasonably detailed position description. This can include, in addition to duties and responsibilities, a set of recommended priorities that are the result of the self-assessment completed under the board’s leadership.  Such a description is helpful to potential candidates and, of course, is a source against which trustees can later measure a president’s performance.  The college board of trustees may seek input from its various constituencies in developing the position description.

The Role of the SUNY System Administration

To assist the college in its efforts and to ensure that the Chancellor can recommend a presidential candidate to the SUNY Board of Trustees with confidence, the Chancellor’s designee should be brought into the search process at the earliest possible opportunity.  In each instance, the Chancellor will designate a representative to assist the college with their presidential search upon notice of the vacancy.  The liaison is a resource person and as such does not direct or attempt to influence the outcome of the search process.  The colleges are encouraged to utilize this person, particularly at the outset when procedures are being developed, and again when the search committee has narrowed its list down to those whom it expects to interview.  Having mutually agreed to a list of those to be interviewed, the Chancellor’s representative should be present when the candidates appear before the search committee.  This is important so that finalists can be recommended to the SUNY Board of Trustees with first-hand knowledge of their qualifications.  The SUNY Board of Trustees meets monthly September through June.

Interim Leadership

Often the outgoing president is no longer leading the college during the search period, having moved to another position elsewhere.  The Chancellor’s representative to the search committee and the SUNY Vice Chancellor for Community Colleges can assist with recommending acting or interim presidents to the college board of trustees.  Experience has shown that the pressure on trustees and search committee members, real or imagined, can cloud an open search when there is an internal candidate who is at the same time chief executive.  Therefore, we recommend that temporary or interim appointees not be candidates for the permanent position.
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Affirmative Action and Equal Employment Opportunity
Colleges are encouraged to support the principles of affirmative action and equal employment opportunity.  In addition, state and federal laws prohibit discrimination because of race, color, religion, sex, disability, national origin, marital status, or veteran’s status, in any term, condition or privilege of employment.










The college, therefore, should take steps to assure that job requirements, hiring standards, and methods of recruitment and selection do not discriminate, but instead contribute to its diversity goals.

Composition of Search Committee
The composition of the presidential search committee is often detailed in institutional and/or faculty procedural policy statements.  Generally, such a committee should include representation from the several college constituencies.  Such broad representation should include faculty, administrative and support staff, union leadership, student, alumni, and foundation representation and of course, members of the board itself.  Often the Board of Trustees will want to include representative(s) from the local area, especially leaders in the business community.
The committee should be given a specific charge in terms of what the board expects of them.  Specifically, the committee needs to know such things as: the time frame within which they must work; position description; monies available to them for advertising; communications with candidates; travel and lodging provisions for both the committee visiting candidates and candidates visiting the college; procedures for reporting progress to the board; and the number of candidates to be referred to the board for final consideration.  Above all, and as diplomatically as possible, the committee is to be reminded at the outset that its role is strictly advisory and that its work is highly confidential in nature.

Budget

Budgets earmarked specifically for community college presidential searches in New York State range from nearly $10,000 to over $20,000 during the past several years.  If a professional search firm is engaged, the cost may exceed this amount.
Typical expenses include postage; telephone; materials to be developed and printed; transportation, lodging and meals for those candidates called in for initial and final interviews; salary for a secretary to the search committee; incidental expenses (coffee, lunches, dinner) for search committee meetings; receptions for constituents to meet the candidates; advertising; and consultants.

The greatest expenses are for advertising and for bringing candidates to the college for interviews.  The college board of trustees should plan and provide for expenses related to the search procedure.
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Advertising the Position/Recruitment
Advertising may be quite extensive or limited, depending on the desired audience to be reached, available time, and budgetary restrictions.  A realistic approach to the needs and available 
resources of the institution will result in a more productive search.  Such generalizations as 
“salary open” or “salary commensurate with credentials” are often misleading and indeed may be untrue.  The same may be said of academic credentials and work experience.  If absolutes have 
been established, the committee’s work will be easier.  This procedure may well result in fewer applications, but those received will tend to be viable candidates.  (See Section VI, page 9 for sample advertisement.)  Whether a search firm is used or not, aggressive recruitment is very important to develop as broad and deep a pool as possible.  The college’s website is a key tool to entice potential candidates and to inform interested individuals.
Logistics
A search committee secretary should be appointed by the college board of trustees.  This person’s chief responsibilities include collecting the candidates’ credentials, reminding candidates of what is necessary to make an application complete, making completed folders available to the search committee, taking minutes at committee meetings, acting as the correspondent for the search committee, and later on, arranging interview dates, lodging, and travel for presidential finalists.  This person may be asked to assume this workload in addition to regular assignments at the college, may be given release time from regular assignments, may receive extra compensation for this work, or any combination thereof.  More often than not, this person is secretary or administrative assistant to the president and/or the college board of trustees. 

It is also advised that the search committee work closely with the college’s Office of Human Resources.  This office is a valuable source of assistance with the search process.  It also is a source of information regarding recruitment publications for advertising and the cost of each.

Given the aforementioned, the search committee will want to develop, for screening purposes, a rating system to be used in measuring candidates’ qualifications against the position description.  Committee members often find it convenient to drop in the secretary’s office and examine a dozen or so completed folders at a time.  By the time the closing date for applications has arrived, many folders will then have been examined, rated and made ready for processing.  The committee will still want to meet periodically as a body, but much can be accomplished on an individual basis as time and work schedules permit.

The number of viable candidates will be reduced to a number the committee will want to review and potentially interview.  This number is normally no less than a half dozen and no more than a dozen.  From this preliminary group, six to nine are typically selected for the first round of interviews.  From this group, usually three to five are selected as finalists and are referred to the college board of trustees for consideration, which could include a final interview.  The actual numbers may vary, depending on the directions from the college board of trustees, the particular local circumstances, and the size and nature of the applicant pool.  (See Section VII, pages 3 through 8 for sample interview questions.)
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When the committee has referred the appropriate number of candidates to the college board of trustees, it has for all intents and purposes completed its assignment.

Timing of the Search

The average length of time for a SUNY community college presidential search is about six months.  The college should realize that a month or more is needed at the beginning to appoint 


and organize the committee.  The time period between placement of the advertisement to the 
application deadline requires more than another month.  Review of the candidates’ files and 
rating of the candidates takes several weeks, with interviews consuming a month.  The final reference checking, board of trustees interviews and appointment procedures normally take another month.  

Intensive search work during the summer is not advised, as principal participants are usually not as available and the search can become slowed and less effective.  In addition, there can be a four-month, one-semester gap between issuing a contract and the newly appointed president’s start date, allowing the new president sufficient time to give notice at the prior place of employment, to find housing and actually make the move.

Overall, it is important to keep the search process moving as steadily and quickly as possible to avoid losing good candidates to other institutions that are able to act more expeditiously. 

Confidentiality
Confidentiality should be a basic assumption for all search committees.  All files, including minutes and references, should be maintained in a manner that insures their usefulness to the search committee and precludes their becoming public.  A single spokesperson for the group should be designated, usually the chairperson.

Evaluating Credentials
Search committees will want to develop some system to evaluate and rank candidates.  Usually a number system (e.g. 1-5) can be applied to various aspects of the candidate’s credentials.  Given five as the highest score a candidate can attain, the committee can then decide what their various cutoff points will be.  For instance, candidates with an average score (with each committee member rating each candidate) of four (4) or more might be considered as reasonable candidates for the presidential position; those with average scores of three might require another look, and those below three might be set aside as unlikely candidates.  Those in the latter category should be so advised as early as possible.  (See Section VII, page 2 for sample evaluation sheets.)
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References
Normally, candidates are asked to supply the search committee with the names of those people who have a working knowledge of the candidate in matters relating to the position in question.  The committee should reserve the right to contact any and all who might contribute to the committee’s deliberations.  Other references should be sought in addition to those provided by the applicant.  This procedure should be made clear to the candidates.  The time spent checking reference, other than the ones listed by the candidates, is time well spent.  Many searches have led to an unhappy hire because of a lack of reference checking.
Home Site Visitations

While much of the background checks can be accomplished via letter and telephone with the candidate’s references or associates, or by direct contact with the candidate in an interview 
session, many search committees will find it beneficial to visit the candidates present work environment.  Rather than asking the references to deal in generalities, the search committee might develop a list of specific questions to which they would like answers.   (See Section VIII, page 1 for samples of reference inquiries.)

Final Recommendation and Subsequent Approval
Generally, the search committee refers three to five candidates to the college board of trustees.  The committee is not encouraged to rank these candidates but rather indicate that any of those referred would be acceptable as president of the institution.  The SUNY liaison shares information on the finalists with the Chancellor, with justification.  This takes place prior to any discussion, offer, resolution, contract or announcement relative to finalists.  The Chancellor provides input on the finalists to the college board of trustees.
In the event that any finalist withdraws from consideration, another candidate may be substituted.

If the college board of trustees finds none of the finalists acceptable, they may ask for additional names.  If none of the alternates proves acceptable, the board may discharge the committee and begin again.  Even though this sounds drastic, it is important that the college not be lulled into settling for a candidate that is almost right.  If a search needs to be started again, the investment of additional time will be worth it in the long run.
Assuming that the college board does select one of the finalists, the board should develop (with the candidate) a contract that clearly outlines salary, benefits, and terms and conditions of employment.  This contract must contain a statement which indicates that the appointment is subject to the approval of the SUNY Board of Trustees.  The college board should then pass a resolution of appointment similar to that found in Section VIII, page 2 of this document.
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Finally, a letter from the chairperson of the college board of trustees should be addressed to the Chancellor, indicating the action taken by the college board, and requesting that the Chancellor present the candidate for approval to the SUNY Board of Trustees.

The Chancellor’s representative then arranges for the presidential finalist to meet with the Chancellor and, later, the SUNY Board of Trustees.
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VI:
Best Practices

Stage 1:  Building the Pool
Questionnaire Leading to Presidential Profile 
To:
Faculty Association Members [or Student Government members, or Board members, or staff, etc.]
From:
Presidential Search Committee Members
Date:

The Board of Trustees is commencing a search for a new President of ______ Community College.

To assist the Search Committee and the Board of Trustees, we are soliciting information from Faculty Association members relative to qualifications and capabilities required for the Presidency at ________ Community College.

Please complete the attached questionnaire and bring it to the Faculty Association meeting.  If you’re unable to attend, please hand deliver it to one of the above named Search Committee members.  Your written responses, plus any input you care to give at the Faculty Association meeting, will be submitted to the Search Committee and the Board of Trustees who will develop a Presidential profile.

The information contained in the following Sections – Section VI through Section IX – is advisory only.  The forms, profiles, questions and examples are provided as suggestions and should not be viewed as required material.
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Sample Questionnaire
The questionnaire below is designed to allow you to indicate what you think are important considerations in hiring a college president.  In addition to asking for your ideas in the areas of educational preparation, background and experience of the new president, the instrument also offers you the opportunity to express what you feel are the important needs and concerns facing the college.

Educational Background
1.
In your opinion, how important is the higher education of the new president?  Is it more important, equally important, or less important than experience in administration and/or business management?


_____ more important


_____ equally important


_____ less important

2.
Do you feel the Board of Trustees should give preference to those candidates with a doctoral degree, all other qualifications being equal?


_____ yes

_____no

3.
Please rank the following in order of preference as to background of the new president.  Place a “1” in front of the most preferred, a “2” for next preferred, and a “3” for the next preferred.


_____ education


_____ business


_____ government


_____ public service

4.
Would you rank in similar fashion these programs of professional study and/or experience in order of importance in the background of the new president?  Place a “1” in front of the most important, a “2” in front of the next important, etc.


_____ finance and banking, business management


_____ curriculum and instructional development


_____ organizational behavior, group dynamics

_____ marketing and public relations


_____ personnel management/negotiations


_____ instructional technology


_____ politics and funding of higher education


_____ full-time classroom teaching


Please list other aspects of the background of the new president that you feel to be important.
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Experience
5.
Typically, candidates for the presidency will possess a variety of administrative experiences.  In the items below, would you indicate the importance you attach to various experiences.


Which of the following do you feel to be sufficient administrative experience in the background of the new president?  Check only one.


_____ 1 to 2 years


_____ 3 to 5 years


_____ 5 to 10 years


_____ more than 10 years

6.
Do you feel an applicant for the presidency should have experience as a college administrator?


_____ yes
_____ probably
_____ not important

7.
Should the focus of the presidency be primarily internal _____ external _____?

8.
Do you feel that any applicant for the presidency should have prior experience as a college president or business CEO?

_____ yes
_____ probably
_____ not important

9.
Do you feel that any applicant for the presidency should have administrative experience in New York State?


_____yes
_____ probably
_____ not necessary

10.
What kind of background and experience setting do you prefer in candidates for the presidency?  Check only one.


_____ four year college/university


_____ community college/junior college


_____ public service institution


_____ private industry

11.
All other factors being equal, would you prefer a new president with a strong background in college business management or one with a strong background in curriculum and instruction?  Check only one.

_____ background in college business management


_____ background in curriculum/instruction


_____ no real preference

12.
How long do you feel the new president should plan to be the chief executive officer of the college?


_____ 1 to 3 years


_____ 3 to 5 years


_____ 5 to 10 years


_____ no special preference

        











VI-3
13.
Please indicate other aspects in the background experience of the president you feel to be 
important.

14.
The following abilities are often sought in presidential candidates.  In terms of your own community and college needs, would you rank these abilities as you think they are important in your own new president?  Place a “1” in front of the most important, a “2” in front of the next most important, etc.


___ public relations ability

___ public speaking/communications ability


___ contractual negotiations ability
___ instructional program/curriculum ability


___ budgeting and finance ability
___ human relations/leadership ability


___ personnel management ability
___ community political ability


___ college space and facilities/
___ fund raising/grant acquisition ability


       management ability


___ partnership forging ability
___ instructional teaching/information systems

15.
Finally, how do you see the future of the college?  Rank the following choices in order of importance to you.  Place a “1” in front of the most important, a “2” in front of the next most important, etc.


_____ liberal arts oriented college


_____ career oriented college


_____ institution for continuing education


_____ conference center


_____ social and recreational community center


If you see any other choices for the future direction of the college not listed above, please list them below with a brief explanation of why you feel this way.

Below would you now list anything you wish to tell the search committee and/or the Board of Trustees.  These could be items not covered in previous questions.  They could be special needs or problems facing the college.  Your responses will be held in full confidence.  Thank you very much for your help.

Person Completing Questionnaire
_____

Staff

_____

Faculty

_____

Administrator

_____

Student

Years of association with the college ______

_____ Male
_____ Female
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Sample College Profile
The college will have a sense of community


Ability to interact with students, faculty, staff, board


Recognizes importance of involvement with campus activities

The college will be an integral part of the business community


Participate in business community, be aware of job, industry trends


Ability to work with industry to place graduates


Ability to work with suppliers of students (high schools) to get students here.

The college will prepare for 21st century


Vision, sees into future


Innovator

The college will prepare students for future workforce


Concerned with partnerships in community


Ability to build relationships with industry & governmental bodies

The college will continue with liberal arts emphasis, balance with career studies


Academic credentials in liberal arts

The college will value individual students


People oriented


Sensitivity, integrity

The focus of the institution is teaching


Encourages development of faculty
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Sample Community College
Presidential Profile
As the education and administrative leader of the College, the President represents the College to the Board of Trustees, SUNY, the regional sponsors and the community and is responsible for assessing, planning, organizing and evaluating the resources, programs and services of the College to meet the educational needs of the student body and the community.

The Board of Trustees, in consultation with internal and external constituent groups of ______ Community College has identified major challenges facing the College.  The Board expects the new president to maintain a focus on two significant themes identified in its recent planning process:




student success and




educational partnerships.

Additionally, the Board, College and community will look to the president for strong leadership, which is both collaborative and consultative in addressing these challenges:

· Maintain fiscal stability in changing economy through sound fiscal management, on-going communication with regional sponsors, and identification of alternative funding sources.

· Expand partnerships with business, industry, service organizations and educational institutions to respond to changing needs and to encourage ongoing mutual support.

· Ensure that the occupational programs are sound, keep pace with the caliber of the academic program and meet changing social, technological and economic needs.
· Maintain “cutting edge” technology in support of student needs relative to instructional programs and support services.

· Understand that core Liberal Arts and Science courses distinguish education from training.

· Provide leadership for the implementation and ongoing review of the strategic plan in order to integrate the academic and facilities master plan, the budget, enrollment, management and the College’s mission.

· Ensure that academic and occupational programs meet the needs of the diverse academic, socioeconomic, cultural and ethnic backgrounds of our students, including those with learning and physical disabilities.

· Advance the goals of shared governance with an emphasis on collegiality and open communication among all constituents.
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The Qualifications

The ideal candidate will possess:

· Advanced education, preferably an earned doctorate.

· Success in a senior administrative role in a college setting, preferably a community college, or in a corporate setting.

· Demonstrated technical knowledge and leadership, experience in fiscal and personnel management, strategic planning, curriculum and instruction, community relations and legislative relations.

· Experience with diverse populations of employees and customers and sensitivity to the needs of nontraditional students.

· Demonstrated understanding of and commitment to the community college philosophy and recognition of the virtue of a balanced curriculum which embraces university parallel programs and state-of-the-art technological and occupational programs.

· Some teaching experience.

· Demonstrated ability to anticipate and respond proactively to economic, social, demographic and technological change while valuing the college and community traditions.

· Demonstrated commitment to affirmative action.

Personal Characteristics 

· A philosophy compatible with the college mission –“the student is the focus of all we do.”
· Ability to work effectively with the Board of Trustees, faculty, students, administration, support staff, regional sponsors, SUNY System Administration, other educational institutions and the community.
· Excellent verbal and written communication skills which foster collegiality & shared governance.

· Innovation and creativity.

· A visionary educational leader who is aware of economic, social, and education trends nationally and able to play a major role in keep the College and community “ahead of the curve.”

· A management style which is accessible, open and personal in order to cultivate both internal and external constituencies and to resolve problems in a sensitive and timely manner.

· Sensitivity and understanding to motivate, empower and develop others while instilling a strong sense of accountability.

· The ability to develop partnerships with business, industry, organizations & educational institutions.

· A sense of humor.

· A well rounded, cultured individual who will be active in college & community activities.
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Sample Institutional Data Summary

___________ Community College, __________, New York ______ Telephone _____________

Public two-year college.  Associate degree curricula includes programs leading to the Associate in Applied Science: Accounting, Business Management, Computer Technology, Electrical Technology, Nursing, and Science Laboratory Technology; a program leading to the Associate in Occupational Studies: Hospitality and Tourism, and Construction Trades;  programs leading to the Associate in Science: Business Administration, Engineering Science, Criminal justice, and Science or Mathematics; and a Liberal Arts program leading to the Associate in Arts.  One-year certificate programs include Accounting, Criminal Justice, Hospitality and Tourism, Retail Merchandising, and Office Manager.  The college is coeducational.  Enrollment for Fall _____ totaled _____, including ____ full- and ____ part-time students, _____ men and  _____ women, and a total full-time equivalent of _______.

Sponsorship and Control.  Founded in ____.  The College is under fiscal sponsorship of the _________ County Board of Supervisors and the regulation of the State University of New York.  The College is governed by a ten-member Board of Trustees, including a student member.  Curricula are registered by the New York State Education Department.

Faculty.  The full-time faculty consists of ____ professors, ____ associate professors, ____ assistant professors, ____ instructors, and ____ lecturers.  In addition, there are adjunct instructors, ____ in the day programs and ____ in the evening for a total of ____. The teaching load may vary between ____ and ____ contact hours per semester with a yearly maximum of ____ credit hours or ____ contact hours.  This load may be reduced where there is administrative responsibility.  There is an Independent Faculty Association for collective bargaining.

Students.  Admissions are open and done on a rolling basis based on high school record, Regents Scholarship Examination (ACT or SAT also acceptable), and counselor recommendation.  _____ percent of the full-time student body is from _______ County, with the remainder primarily from adjacent counties of _______ and _______.  The average age of students is ______. 

Library.  Current library resources exceed _____ volumes and _____periodicals.  There are extensive holdings of audiovisual materials, and a learning resource center is available for use of non-print materials.

Finances.  The _____ fiscal year operating budget is $ ____________.  The operating budget formula includes base aid/FTE plus several incentives that raise the state aid/FTE.  Capital costs are shared equally by the State and the sponsor.

Physical Plant.  The campus consists of _____ buildings containing _______ square feet of space.  The buildings are located on a _____ acre site.

Accreditation:  Middle States Association 20___, NLN 20___.

Note:  All statistics are valid as of September _____.
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Sample Advertisement 

President
The Board of Trustees invites applications and nominations for the position of President of ______ Community College.  The President is the chief executive of the college and reports to a ten-member board.

The College, a comprehensive community college with approximately _____students enrolled in credit courses and another _____ in non-credit programs, is one of the 64 campuses of the State University of New York.  The annual budget is approximately $___ million.  _____ is located approximately ___ miles from the state capitol in Albany.  The campus has recently completed a $___ million facilities Master Plan construction and renovation project.  A $___ million Capitol Campaign is renovating the College Union and adding a fitness center.  Instruction-wide projects in video networking, distance learning, assessment, academic support/ enrichment, learning alliances and faculty leadership initiatives focusing on teaching—learning are also underway.   In addition, Title III grant activities have been funded, including an upgrade of the College’s Management Information System and the creation of an Office of Institutional Research.  The College enjoys a high profile in the region with a growing reputation for its academic programs and its growing technological capabilities including a new Spatial Information Technology Center in partnership with the National Aeronautics and Space Administration.

Additional information about the College can be found at (web site).

Candidate Profile

The Board of Trustees seeks a leader committed to educational excellence who also has outstanding skills in working with external communities.  The successful candidate must be a person of high energy and integrity, with the highest professional standards and an accessible, open management style.  The successful candidate will also be a decisive leader who will be expected to work cooperatively with the State University of New York system.

The new President will have:

· an understanding of and a commitment to the mission of the comprehensive community college
· successful senior-level management experience; community college administration and teaching desirable
· decisive leadership experience and a decision-making style that is collaborative and empowers others
· successful leadership experience in program development and outcomes assessment; an understanding of how to motivate members of the campus community in achieving academic excellence
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· evidence of effective interpersonal communications skills, and an ability to foster trust through an open exchange of ideas
· evidence of an active involvement with students or customers and an awareness of student services essential to student success
· demonstrated skills in financial management, team building, strategic planning and labor relations
· evidence of effective leadership in establishing a positive institutional presence and image in the community, and building strong partnerships and coalitions with other institutions, community groups, and state systems
· successful record of resource development
· evidence of working knowledge of the impact and implementation of technology in the educational and administrative arenas
· evidence of effective leadership in supporting economic development and workforce training
· successful record of advocacy in representing the institution at all levels of government
· sense of humor
· master’s degree required; earned doctorate from an accredited institution preferred 
Candidates should submit a letter of application no more than 5 pages in length in response to the Presidential profile as well as a resume, and names/addresses/telephone numbers of five professional references.  Review of applications cannot be guaranteed after __________________.
All correspondence should be addressed to:


Chair of the Search Committee


___________ Community College
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Suggested Sources to Advertise or Post the Presidential Vacancy

1. State University of New York System Administration

2. National community college weekly newspapers

3. The Chronicle of Higher Education
4. The major metropolitan newspapers

5. Local and regional newspapers

6. Colleges, universities, businesses and military bases in your service area

7. Presidents or chairpersons of the statewide community college associations, such as the NY Assoc. of Presidents of Public Community Colleges (APPCC), Chief Academic Officers, Community College Business Officers Assoc. (CCBOA), the NY Community College Trustees (NYCCT), and the Faculty Council of Community Colleges.

8. Equal Opportunity recruitment sources, such as:

a. National Assoc. for Equal Opportunity in Higher Education, Washington, D.C.

b. Black Issues in Higher Education
c. Hispanic Outlook
d. HERS/New England, Wellesley college, Massachusetts

e. American Council on Education (Office of Women in Higher Education), Washington, D.C.

f. American Association of University Women, Washington, D.C.

g. Center for Women’s Opportunities, American Assoc. of Women in Community and Junior Colleges, Washington, D.C.

h. American Assoc. of Higher Education, Women’s Caucus

(There are many others.  Contact your Affirmative Action and/or Human Resources Officer, a college librarian or the SUNY Office of Community Colleges and System Administration staff for additional sources.)

9. Select colleges and universities throughout the country.  Use The College Handbook, published by the College Entrance Examination Board, New York, and/or Peterson’s Annual Guides to Graduate Study (Community College Education), Princeton, New Jersey 08540.

10. Post the position to popular web sites that are increasingly being used for recruitment and job seeking (e.g. CCollegeJobs.com).  Also, where allowed, post the position to the web site of national professional associations.
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Section VII:  Best Practices

                      Stage 2:  Narrowing the Field
Sample Acknowledgement Letter

Dear ____________________:

Thank you for your interest in the presidency of _____________________ Community College.

I am enclosing an institutional data summary sheet as well as a college catalog and other college publications to acquaint you with our college.

We will be in further touch with you as the search process progresses.  If you have questions or need additional information about our college, please call or write ________________________, Secretary to the Search Committee, at ___________________________________.

Sincerely,

_________________________________

Chairperson

Presidential Search Committee

_____________________________ Community College

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

Sample Letter of Declination of Interest

Dear ____________________:

The Board of Trustees greatly appreciates your interest in the presidency of _________________

Community College.

Response to our national search has been most gratifying both in terms of the quantity and quality of applications received.  While your credentials were impressive, you were not among those selected to be interviewed by the search committee.

Please accept our good wishes in your quest for a college presidency.

Sincerely,

__________________________________

Chairperson

Presidential Search Committee

__________________________ Community College
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 Sample Candidate Evaluation Sheet

(Aggregating Scores of Individual Committee Raters)

_______________________________

Name of Candidate

Rating Scale:

1 = Weak

2 = Mediocre

3 = Adequate

4 = Strong

5 = Superior

	Criteria to                         Committee Member:

 Rate:                                                Item Score: 
	A
	B
	C
	D
	E
	F
	G
	Sub-

Total

	I.   Academic preparation (degrees, etc.)
	
	
	
	
	
	
	
	

	II.  Teaching Experience
	
	
	
	
	
	
	
	

	III.  Administrative Experience
	
	
	
	
	
	
	
	

	IV.  Academic Leadership Experience
	
	
	
	
	
	
	
	

	V.   Budget/Fiscal Experience
	
	
	
	
	
	
	
	

	VI. Experience with Local & State Politics
	
	
	
	
	
	
	
	

	VII. Experience with Collective Bargaining
	
	
	
	
	
	
	
	

	VIII. Public Relations Experience
	
	
	
	
	
	
	
	

	IX.  Experience w/ Student Needs & Concerns
	
	
	
	
	
	
	
	

	X.  Experience w/ Faculty & Staff Needs & 

      Concerns
	
	
	
	
	
	
	
	

	XI. Experience w/ Community

      Service/Relations
	
	
	
	
	
	
	
	

	XII. Other Criteria:
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	                                                  TOTAL SCORE
	
	
	
	
	
	
	
	


Comments:

Notes:  

Criteria selected for rating should align with the job description, qualities sought, and college priorities that were advertised.

This chart records and adds together the ratings for each candidate on each criterion, as assigned by each committee member.  When scores are added to create a composite score for each candidate, those with the highest scores are ranked and selected for interview.
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Sample Committee Interview Questions

Candidate’s Name ___________________________________   Date of Interview ___________

1. Please spend 5 to 10 minutes to tell us about your background and experience?

2. How would you deal with the problems of the cost effectiveness of certain kinds of academic programs, those that inevitably involve small classes and/or technology and therefore a high per-student cost?

3. How have you structured your relationship with Division/Departmental Chairpersons and others you supervise?

4. What has been your working experience with college or other boards of trustees?  How would you feel about the considerable autonomy of New York State community colleges?

5. What has been your working experience with college sponsors, local and state officials, and state legislators?

6. What has been your involvement in strategic and operational planning and budget development?  To what extent should Department and Division Chairpersons and other faculty and staff be involved in planning and budgeting processes?

7. What has been the character of your current institution’s relationship with the community? Has it attempted to reflect or share attitudes?

8. Tell us about your opinion about open admissions.  How would you propose to deal with academically deficient students?  What is your opinion about standardized testing as an aid to identifying or placing these students?

9. To what extent have you had to deal with those agencies responsible for financial support?  Are you familiar with our state-local-student funding structure and the complexities, especially the political complexity, involved?

10. What has been your experience with negotiations/collective bargaining?

11. What procedures have you used for evaluation of staff and the granting of tenure to faculty?

12. How have you dealt with the problem of adapting your organization to changing environmental, occupational and educational needs while still maintaining stability in the organization?

13. What has been your experience with occupational education, career and transfer programs?  Where should the priorities be?
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14. What has been your experience with non-credit, continuing education, workforce development and community service programs?  

15. In your career, what percentage of your time have you given to academic or programmatic versus financial/administrative matters?

16. What kind of a role have you given counseling at your present institution?  What are your opinions about advising by instructors?

17. If we visited your institution, what positive things might we hear about you?  What negative things might we hear about you?

18. How have you handled retrenchments and/or terminations?

19. In what ways does your current institution use information technology in instruction?  Administration?  Communications in general?  How is distance learning employed?

Other Questions and Replies:

Summary Evaluation of Candidate:
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More Sample Interview Questions

Interview With College Board of Trustees

1. What type of image should a community college and a community college president project?

2. How can a college operate realistically in a period of no-growth budgets?  Have you faced a refusal by a sponsor to increase financial support and, if so, how did you handle it?

3. What are your criteria for an academically well-run institution?

4. If leadership is a mix of exercising power and sharing power, what kind of mix would you use in running the college?  Is your style of administration one of central control or decentralization?

5. What is the appropriate role of faculty governance and how does it relate to the presidency?

6. What role do you see for the college board of trustees collectively and as individuals in the college-sponsor relationship?  How active should the board be, especially in the operation of the college, and what should the president be responsible for exclusively?

7. What is your experience with and how do you feel about innovative instructional methods such as interactive TV classes, distance learning, new course formats, and nontraditional/adult education approaches? 

8. What would be your approach to participation in collective bargaining problems with the faculty and professional staff?  Would you insist on a sharp delineation between “collegial’ and “contractual” rights and obligations?

9. Faced with restricted resources, should the college’s open admissions policy be preserved at all costs?  How should the college respond to these enrollment-related financial pressures?  

10. What should be the role of the community college in developmental or remedial education?  How persistent should the college be in trying to retain students who are unsuccessful academically despite having taken preparatory or remedial classes?

11. What criteria would you use to evaluate the quality of faculty and staff?  Academic programs?  Institutional effectiveness?

12. Should the liberal arts still be considered a curriculum among equals, or as a support curriculum for other career-oriented curricula?

13. What is your idea of a “quality education”?

14. What is your experience in developing cooperative relationships with other organizations, including articulation with transfer institutions?  What should be the relationship?

15. What is your experience with outcomes assessment or other forms of evaluation?  How would you go about setting up systems for assessment?  What methods do you recommend?  

16. How do you feel about institutional and program performance indicators and performance-based funding?

17. What would be your approach to, and personal involvement in, the budget development process?  

18. Do you foresee any ways that business and industry might share in the costs as well as the benefits of expensive technical curricula?

19. What things in your background qualify you best for our presidency?

20. What presidential prerequisites do you feel are appropriate for our president?

21. What major changes do you predict for community colleges in general in the next ten years?

22. How much would you emphasize staff development techniques such as courses, conference attendance, and travel in the face of limited resources?

23. How do you feel about strategic or long-range planning?  What if the plan requires frequent modifications?

24. From your brief look at our organizational chart, what are your conclusions in terms of an ideal structure as it may apply to our college?

25. What is your general feeling and practice about lobbying?  How much should the president do and how much should the board do?  Students?  Faculty and staff?

26. If there were an issue of credibility between the college and the sponsor, how would you work to resolve it?

27. How would you handle real or perceived intrusions into college prerogatives by the state, county or federal governments?

28. What is your experience and success in generating external funding and other revenue sources?

VII-6

29. How do you believe the college should develop its alumni program?

30. Faced with limited resources, how active should the college be in making the campus the county’s cultural, educational and recreational center?

31. What would be your general guidelines on the extent of campus use by the non-college public?

32. What is the perception and opinion of the SUNY system in your state (or community)?

33. Were you active in your state’s community college presidents’ or other professional association, if there was one?  To what extent do you think you would become active in the New York Association of Presidents of Public Community Colleges?

34. Should faculty and staff promotions have rigorous criteria, or be granted liberally?

35. What are your feelings about faculty tenure?  How do you keep a highly tenured faculty motivated?

36. Faced with the retirement of key chairs or administrators, would you be more apt to promote from within or go outside for replacement by persons with established credentials?

37. How do you feel about outside employment for faculty members? 

38. What are your feelings about sabbaticals for faculty and professional staff?

39. How much, if anything, should presidents and boards be concerned with the need for raising funds from private sources?

40. Should students be given close or loose supervision in the establishment of co-curricular activities and the spending of student activities funds?  Explain.

41. How can a community college generate more co-curricular activity and student (and faculty and staff) involvement?

42. What is your feeling about the relationships between two- and four-year colleges?

43. What are the criteria for a financially well-run institution?

44. How much emphasis ought to be placed on continuing education functions, including non-credit industry-based programs and non-credit community service programs and courses?

45. How should a board evaluate a president?  Should salary improvements be linked to the evaluation process?
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46. What would be the minimum term contract you would feel secure with here?

47. (Last question)  What question haven’t we asked that you expected to hear?  What are your questions?  What impressions do you now have of our college and the search process?

Other:
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Section VIII:  Best Practices

                        Stage 3:  Closing the Search
Sample Phone Reference Check Inquiries

1. Name of Candidate _______________________________________________________

Name of Reference _______________________________________________________

Phone Number ___________________________________________________________

Name of Committee Member _______________________________________________

2. How long and in what capacity have you known the candidate?

3. What is your assessment of his/her administrative abilities?

4. Please give some examples of how the candidate gets along with faculty, students, board members, etc.

5. Please describe the chief strengths and weaknesses of the candidate.

6. How involved is he/she in community activities?  How does the community perceive him/her?

7. Why is the candidate looking for a new position?

8. How well do you feel he/she can handle the position of President here at [name] Community College?

9. Other specific questions from folder:

Sample Appointment Resolution

Resolution No. _____ - Board of Trustees, __________________________ Community College

RE:
Appointment of President

_____________________________ 
 offered the following resolution and moves its adoption:

Resolved that the Board of Trustees of __________________________________ 

Community College herewith appoints ________________________________ as 

President of ____________________________ Community College at an annual 

salary of $ ____________, effective ____________, subject to the approval of the 

Board of Trustees of the State University of New York; and, be it further

Resolved that by copy of this resolution, the Trustees of the State University of 

New York is respectfully requested to approve same.

Seconded by ___________________________________________

Resolution unanimously adopted ___________________________

Sample Letter from College Board to Chancellor

_____________________________

                        Date

Dear Chancellor _____________:

You will be pleased to know that the search for a new president of ____________________

Community College was successfully concluded today at a meeting of the College Board of 
Trustees.  Please find enclosed the resolution appointing __________________________ as 
President of _______________________ Community College subject to the approval of the 
Board of Trustees of the State University of New York.  [His / Her] credentials are enclosed.

The College Board of Trustees respectfully requests that the Board of Trustees of the State 

University of New York approve this appointment.

Sincerely,

_____________________________________________

Chairperson, Board of Trustees

Enclosures
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Sample Employment Contract 
THIS AGREEMENT made this    day of                 , 200__, between the Board of Trustees of ________ Community College, hereinafter referred to as the “Board” and ______________, hereinafter referred to as the “President”.

1.  Term
The Board, in consideration of the promises herein contained hereby employs, and the President hereby accepts employment, as President of ________ Community College, for a term commencing on ____________, and terminating ______________.  

2.  Duties
The President is hereby employed as the chief executive officer of the College and shall do and perform all services or acts necessary or advisable to manage and conduct the business of the College, subject always to the policies set by the Board of Trustees.

The President shall be responsible for the development and recommendation to the Board of educational and administrative policies and the recruitment and employment of administrative personnel, faculty, and other employees of the College consistent with contract requirements and Board policies.

The President shall be responsible to the Board for all financial matters of the College including the development and recommendation of an annual budget.

The Chair of the Board shall be the individual to whom the President reports informally between Board meetings.

The President shall have the primary responsibility for execution of Board policy, whereas the Board shall retain the primary responsibility for formulating and adopting said policy; and the Board of Trustees individually and collectively will refer promptly all criticism, complaints and suggestions called to its attention to the College President for study and recommendations.

In addition to the foregoing duties, the President shall perform such other work as may be assigned commensurate with the duties and office of the President.
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3.  Evaluation
The President is subject to annual evaluation by the Board based on criteria and procedures jointly developed by the Board and the President.

4.  Salary
Salary for the period  _________________   through   _____________shall be prorated based upon an annual salary of $___________.   Salary increases for subsequent periods under this contract shall be based upon the annual evaluation of performance.

5.  Retirement & Insurance Benefits
The Board agrees to provide the President retirement benefits, disability insurance, health insurance, life insurance, and longevity salary increments in an annual fringe benefit package at least the equal of that provided to employees covered by contract between the Faculty Association and the College.  

6.  Sick Leave and Vacation Leave
Sick leave and vacation leave benefits shall be provided at least equivalent to that provided by the Faculty Association contract.  For the sole purpose of calculating sick leave and vacation leave benefits, the President will be considered to have 10 years of prior service.

7.  Holidays  
The President shall be entitled to the equivalent of twelve holidays per year.

8.  College Vehicle

A College vehicle shall be available for the business use of the President.
9.  Reimbursement for Expenses
An appropriate amount shall be included in the annual budget to cover the expenses of the President related to the performance of his duties.

10.  Teaching
The President may, with approval of the Board, teach appropriate coursework.
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11. Termination of Contract  
This contract shall be terminated under the following events and conditions:

a) Upon death or incapacity of the President;

b) Upon retirement;

c)
Upon voluntary termination by the President with not less than six (6) months written notice;

d)
By agreement of the parties;

e)
For just cause and with written notice.  If the President is terminated for “just cause,” the Board’s obligation shall be limited to paying the President’s salary to the date of termination.

f)
Without cause, but with payment by the Board to the President of all salary and benefits that would be payable to the President during the remainder of the contract term.  Such payment may be made in lump sum or in semi-annual or monthly installments not to exceed the term of the contract.  

12.  Disputes
Any controversy or claim arising out of or relating to this agreement, or the breach thereof, shall be settled by arbitration administered by the American Arbitration Association under its National Rules for the Resolution of Employment Disputes.  The arbitrator’s fee shall be shared equally between the PRESIDENT and the BOARD.  The PRESIDENT and the BOARD shall each be responsible for their respective attorney’s fees.  Any arbitration hearings held in connection with this matter shall be held in _____________ County, New York.

IN WITNESS WHEREOF, the parties hereto have executed this agreement on the date first shown above.

_________________________


_________________________

President






Chair

_________ Community College


__________ Community College 








Board of Trustees
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Section IX:  Best Practices

                     Stage 4:  Ongoing Evaluation   
The best time to consider an on-going evaluation process for the president is at the time of hire.  Since the college has developed its profile and identified the goals and opportunities, an evaluation process can be developed by the college board of trustees and given to the new president.  There are many examples of evaluation processes so we have included 2 formats for you to consider.
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Sample Evaluation Format 1

[image: image1.jpg]



State University Plaza

Performance Management program

	Name: 


	Supervisor's Name: 

	Title: 


	Supervisor's Title: 

	Department: 


	Evaluation Period: 

	Hire Date: 


	Length of Time in Current Position:


The employee is an integral part of the State University Plaza Performance Management Program.  Employees should be encouraged to simultaneously complete a self-evaluation.  The supervisor and employee should have a preliminary meeting to discuss the employee's performance and development plan.  The supervisor should integrate information from the preliminary meeting into a final document, and then schedule a formal meeting with the employee.

The State University Plaza Performance Management Program contains four sections:

I. Achievement of Competencies-The first column of this section lists State University Plaza’s core competencies and their measurable behaviors.  In the second column, rate the employee’s performance in each of the core competencies based on the following rating system.

Exceeds Expected Level- Performance consistently exceeds expectations of current position.  Employee shows extraordinary initiative and teamwork.
Effective and Competent- Performance meets and sometimes exceeds expectations of current position.  Employee shows initiative and requires minimal direction and guidance.

Minimally Effective- Performance is at a minimally acceptable level.  Employee requires prompting, guidance or direction to take action.  There is need for improvement in one or more areas of performance.

Does Not Meet Expected Level- Performance does not meet minimally acceptable standards.  There is need for immediate and significant improvement.

II. Attainment of Goals and Objectives-In this section, provide commentary regarding the attainment of specific goals and objectives, including strengths and areas of improvement, which were established for the evaluation period.

III. Performance Summary- In this section, provide an overall performance rating for the evaluation period.

IV. Development Plan-In this section, list specific goals and objectives for the upcoming year consistent with the organization’s strategic plan.  Include any developmental needs necessary to accomplish these goals and objectives.  It is recommended that the employee and the manager meet regularly throughout the year to ensure these goals are being met.
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Achievement of Competencies

	Core Competencies and Behaviors
	Exceeds

Expected

Level
	Effective

      and

Competent
	Minimally

Effective
	Does Not

Meet

Expected Level

	· Communication - As demonstrated by:

· Actively listening and responding appropriately to others.

· Expressing ideas clearly, persuasively, and effectively.

· Soliciting ideas, information, and opinions from internal and           external customers potentially impacted.

· Ensuring that people get the information they need to do their job.


	
	
	
	

	· Customer Service - As demonstrated by:

· Identifying and understanding the needs of internal and external customers.

· Establishing partnerships and determining service priorities.

· Delivering efficient and timely value-added services.


	
	
	
	

	· Integrity - As demonstrated by:

· Honest, straightforward and open exchange of information, providing full disclosure of all relevant information.

· The highest level of personal and professional ethics in meeting our stewardship and responsibilities.

· The consistent application of standards and policies.


	
	
	
	

	· Respect  - As demonstrated by:

· Valuing and encouraging diversity in our workplace.

· Recognizing each person as integral and essential to fulfilling our mission.

· A commitment to developing each individual to their full potential.

· Inspiring, mentoring and motivating others.


	
	
	
	

	· Professionalism  - As demonstrated by:

· Accountability, i.e., accepting responsibility for actions and tasks regardless of outcome.

· Initiative to identify, analyze and resolve issues.

· Making informed decisions that include the input of all areas potentially affected.

· Communicating in a clear, composed, accurate and articulate manner.

· Appropriate behavior in all business situations.


	
	
	
	

	· Quality  - As demonstrated by:

· The pursuit of excellence in all day-to-day activities.

· Understanding and adhering to agreed upon standards, procedures and practices.

· Providing a high level of service to our internal and external customers.

· Evaluating and proactively improving processes and results.
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II. Attainment of Goals and Objectives

In this section, provide commentary regarding the attainment of specific goals and objectives, including strengths and areas of improvement, which were established for the evaluation period.

Accomplishments:

1.

2.

3.

4.

Strengths:

Areas of Improvement:

III. Performance Summary 

In this section, provide an overall performance rating for the evaluation period.


Check One:


____
Exceeds Expected Level-Performance consistently exceeds expectations of current position.  Employee shows extraordinary initiative and teamwork.

____
Effective and Competent-Performance meets and sometimes exceeds expectations of current position.  Employee shows initiative and requires minimal direction and guidance.

____
Minimally Effective-Performance is at a minimally acceptable level.  Employee requires prompting, guidance or direction to take action.  There is need for improvement in one or more areas of performance.

____
Does Not Meet Expected Level-Performance does not meet minimally acceptable standards.  There is need for immediate and significant improvement.

Comments:
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IV. Next Year’s Development Plan

In this section, list specific goals and objectives for the upcoming year consistent with the organization’s strategic plan.  Include any developmental needs necessary to accomplish these goals and objectives.  It is recommended that the employee and the manager meet regularly throughout the year to ensure these goals are being met.

1.

2.

3.

Signatures

The document needs to be signed by the supervisor and approved by the division's senior officer before final discussion with the employee.

________________________________________


__________________

Supervisor’s Signature





Date

 ________________________________________


__________________

Senior Officer's Signature





Date

________________________________________


__________________

Employee’s Signature





Date
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Sample Evaluation Format 2
ANNUAL PERFORMANCE EVALUATION

I. Performance Expectations and Summaries

List in order of priority.  The principal performance expectations the incumbent planned to accomplish during the year.  Summarize what was achieved using proposed measurement devices.

(* Start your answer in the box (table) following the asterisk.)

	Performance Expectation #1

*
	Measurement

*
	Summary

*



	Performance Expectation #2

*
	Measurement

*
	Summary

*



	*


	*
	*


II. Knowledge and Skills Summary

A. Job Knowledge

Assess the depth and breadth of knowledge you have acquired and applied in the performance of your assignment.  Consider how aggressively you seek pertinent new information and share your knowledge with others.

	Strengths:  *




	Opportunities for Improvement:  *




B. Customer Satisfaction

Assess your knowledge of customer’s needs, listing your major customer groups.  Do you take a proactive stance in exceeding customer needs?

	Strengths:  *




	Opportunities for Improvement:  *
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C. People Management and Relationships:

Assess your effectiveness in influencing, mentoring and coaching.  Do you establish and communicate performance expectations and accountabilities to those who report to you?  Do you show respect for, listen to and involve others in making decisions?  Do you resolve conflict constructively?  Are you an effective team player and supportive of team decisions?  Do you effectively help subordinates grow and develop in their jobs and careers?  Do you work collaboratively with others?

	Strengths:  *




	Opportunities for Improvement:  *




D. Leadership:

Assess your ability to provide effective leadership in your department or unit.  Do you articulate a clear sense of purpose and direction?  Do you challenge the status quo and pursue continuous improvement in everything you do?  Do you inspire and motivate others?  Are accomplishments of unit members recognized and celebrated?  Do you demand the best from yourself and others?  Are you able to make tough decisions?  Are decisions made in a timely manner?

	Strengths:  *




	Opportunities for Improvement:  *




E. Planning and Operations Management:

Assess your ability to manage the business aspects of your unit.  Do you develop and implement goals, strategies and work plans to achieve college goals?  Do you manage resources in an effective and timely manner, including fiscal, people, facilities, equipment, and other resources?  Have you established systems which continuously assess the environment and provide information for decision making?  Are decisions based on this information?  Are standards made clear?  Are clear priorities established and met?

	Strengths:  *




	Opportunities for Improvement:  *
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F. Creativity, Continuous Improvement and Management of Change:

Assess your willingness to seek out, analyze, develop, apply, and transfer new ideas and concepts.  Do you look beyond the status quo for solutions to problems?  Do you understand the need for change and foster change?  Do you initiate or adjust activities as needed in response to or in anticipation of new facts and/or demands for programs and services?  Do you encourage others to be open to the application of new processes and new technologies?

	Strengths:  *




	Opportunities for Improvement:  *




III. Summary of Performance:

	*
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� If not already specified by the college board of trustees


� Ibid												IV-1


� Note:  These are sample questions from which you might select some for use in your interview.


  												VII-5


� Emphasize that the conversation is CONFIDENTIAL


  												VIII-1


� Resolution is usually offered by chairperson of the search committee if that person is a trustee.


  												VIII-2
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