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To:
Leadership Team members, California AfterSchool Network
From:
Darci Smith, CAN Transition Project Manager
Date:
June 15, 2015
Re:
Executive Director Search Committee Responsibilities & CAN’s Draft Timeline
Search Committee:  Overview & Charter

The Search Committee is an ad hoc committee charged with recruiting and recommending viable Executive Director candidates who can best lead the organization to achieve its mission and goals.  The Search Committee is formed by the Board of Directors (or in this case, the Leadership Team) and is accountable to that body.  The benefits of utilizing a Search Committee model are:  

· Effective for high-level positions reporting to the board of directors (e.g. CEO, ED)

· Candidates gain diverse perspective into the organization through meeting a variety of stakeholders

· Communicates a high level of commitment to this hire and shows respect for the search
The flip side and challenges of Search Committee endeavors are:

· Requires significant time

· Can be difficult to get to a shared vision for process and decision making

· Process can get extended due to the need for consensus building

Search committees typically comprise of five to eight individuals and include representatives from a variety of organizational stakeholders.  Given CAN’s Leadership Team’s stretched commitments, I believe a minimum of 4 individuals should suffice.  
While the committee members engage in the various aspects of the search, it is preferable if there is administrative support available for the logistical aspects of the search, such as posting job descriptions and scheduling interviews.  In CAN’s situation, the Transition Project Manager can offer the administrative support as well as assume other search assignments as requested (e.g. conduct candidate reference calls, preliminary paper screening to surface an initial suggested pool of eligible candidates according to CAN’s executive director priorities, draft job descriptions and interview questions for Search Committee review and input, etc.).
Individual members of the Search Committee bring information and expertise to inform the work of the committee, and maintain appropriate confidentiality about the search proceedings.  Members do not participate in order to advocate for a person, nor do they represent a sector of the organization but rather the organization as a whole and the promise of its future.  In general, Search Committee responsibilities are:

· Help identify and contact potential applicants, along with CAN’s Leadership Team

· Review all materials in advance

· Attend all scheduled meetings

· Prepare for and participate in the screening and interview process
CAN Search Committee:  Tasks & Suggested Timeline

	Task
	Timeline
	Who + Time Commitment

	Recruit for CAN’s Search Committee (4-8 people)

· Search Committee background with 6/11 LT mtg evaluation  

· Request for search committee volunteers on survey monkey
· Confirm and announcement of Search Committee members to LT

· Doodle for 1st Search Committee conference call
	6/17
6/19 deadline

6/22

6/22
	Jeff

Darci

Darci

	1st Search Committee meeting– conference call
· Review, clarify and agreement on Search Committee overview, roles and responsibilities, and timeline

· Schedule meetings:  Paper screening; 1st Round Interviews; 2nd round Interviews
· Input on CAN Executive Director job description

· Job posting strategies and proactive sourcing
	July 1-3


	Darci  

Search cmte- 1.5 hour conference call + 1-2 hrs prep reviewing ED job descriptions

	Finalize ED Job description and draft job announcement for Search Committee input
	Week of 
July 13-17
	Darci
Search cmte – 2 hrs review/input

	CAN ED announcement and Leadership Team sourcing

· ED applications due August 28th – 6 weeks
	July 20-Aug. 28
	Darci

Search Cmte – 4+ hrs sourcing
Leadership Team

	CAN ED announcement and Leadership Team sourcing –Round 2 

· Update to Search Committee on candidates to date
	Week of 
August 10-14
	Darci

Search Cmt 4+ hrs sourcing
Leadership Team

	2nd Search Committee meeting – conference call

· Initial paper screening of applicants to Search Committee
· Select from pool for 1st round interviewees

· Review and input on round 1 and 2 interview questions
	Week of 
Sept. 1-4


	Darci

Search Cmte - 2 hrs conference call + 2 hrs advance prep

	Schedule 1st Round Interviews
	Week of 
Sept. 8-11
	Darci



	3rd Search Committee meeting – In-person*
· Full day interviews, 1 hour each with 15-30 minutes in between

· 4-6 candidates maximum; in Sacramento

· Decide on 2-4 strong candidates to go forward
	Week of
Sept. 14-18
	Darci
Search Cmte – full day meeting

	Candidate reference calls and schedule 2nd round interviews

· 2nd Interview exercise assignment for candidates
	Week of 
Sept. 21-25
	Darci

	4th Search Committee meeting – in person*
· Full day interviews, 1.5 hours each with 30 minutes in between

· 2-4 candidates maximum; in Sacramento

· Update Search Committee on reference calls and decide on finalist(s) recommendation to LT for Q3 meeting
	Week of 
Sept. 28-Oct. 2
	Darci

Search Cmte- full day meeting

	Finalist(s) candidates follow-up

· Confirm attendance at Q3 Leadership Team meeting

· Confirm ED’s continuing interest, salary range, benefits

· Inquiry for available start time, given current job
	Week of 
Oct. 5-9
	Darci

	Leadership Team Quarter 3 meeting

· Leadership Team decision on executive director candidate
	Oct. 12 ++
	Leadership Team

	CAN Executive Director 

· Finalize job negotiations:  salary, benefits, start time

· Onboarding preparation with LT, FCCC

· Onboarding begins!
	TBD
	Darci


*There is support to cover travel for in-person Search Committee meetings in the Bechtel grant.
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