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Best Practice for Forming a Search Committee 
 

A search committee should be broadly representative of RIT, and its members should be able to 
provide a variety of perspectives on the role and function of the position in question. A good 
committee might include individuals who will be peers of the new hire, in his or her reporting chain, 
and among his or her "client groups." In the case of top positions, such as VP's, AVP's and 
directors, the committee should also include some of RIT's stakeholders, such as representatives 
of development, board of trustees, and research. Ideally, the committee will reflect diversity in 
gender and race.  

The position level to be filled is a good indicator of the number of people who should serve on the 
committee. Four to Seven is typical for most staff searches. Nine is the norm for higher-level 
searches.  

The search committee may appoint an individual from Human Resources to help the search 
committee understand laws and regulations as well RIT's criteria relevant to the search process. 
Guidance from HR is critical because many federal and state equal employment opportunity laws 
affect the search committee's work.  

  

Committee Chair. The search committee chair acts as the committee's facilitator, official 
spokesperson, budget manager, and liaison to the hiring authority. In addition to past search 
committee experience, a search committee chair should be a person of integrity who is recognized 
for his, her, or their commitment to diversity and ability to lead. Please review Committee Chair 
full list of responsibilities here. 

  

Committee Size. Establishing a credible and robust search committee is essential for a 
successful search process. Because decisions are made most effectively and efficiently by groups 
no larger than 4-7 people, search committees should be limited in size. Search committee 
members must be respected within the University community and their respective disciplines or 
professions. When possible, a majority of the members should have experience participating in 
successful searches and should be open-minded, committed to diversity and fair process, able to 
negotiate conflict to achieve group results, and knowledgeable in the area/field/responsibilities of 
the advertised position. 

A diverse committee is more likely to generate diverse candidate pools and finalist lists. 
Individuals from outside a hiring department or the University may be invited to serve on a search 
committee to share insights, challenge assumptions, and bring lessons of experience from other 
perspectives, disciplines, and organizations. 

 

Committee Roles and Responsibilities.  Effective search committee members are well-
connected, available to participate fully and consistently, and comfortable engaging in discussions 
in order to effect the best outcome. Committee members play a vital role in the selection process 
by providing valuable input in generating a strong and diverse candidate pool. Please review the 
Committee Members full list of responsibilities here. 

https://www.rit.edu/fa/humanresources/sites/rit.edu.fa.humanresources/files/docs/Search%20Committee%20Chair%20Responsibilities%20RIT%20V1.pdf
https://www.rit.edu/fa/humanresources/sites/rit.edu.fa.humanresources/files/docs/Search%20Committee%20Member%20Responsibilities%20RIT%20V1.pdf


 

Updated December 2021 

 

 

Confidentiality is the foundation of a credible search committee and trustworthy search process. 
The importance of maintaining strict confidentiality throughout the process cannot be 
overestimated. A breach of confidentiality threatens a successful outcome in three ways.  

 First, it may result in the immediate termination of the search, a serious loss of time and 
money, and potentially viable candidates.  

 Second, it may cause the most qualified candidates to withdraw from the search, fearing 
that premature disclosure of their candidacy will jeopardize their current positions.  

 Third, by its very nature, a breach in confidentiality is bound to become more widely known 
and may undermine the University's ability to attract candidates in the future.  

In short, confidentiality is an absolute requirement to be understood and honored by everyone on 
the search team, from the first meeting until the conclusion of the search.  

 

Communication. A committee communication plan should also be developed. Because written 
documents may be subject to public records requests, judicious use of written and email 
communication is recommended to protect candidate confidentiality and the integrity of the search 
process.   

 


