DEPARTMENT CHECKLIST

FACULTY RECRUITMENT AND EMPLOYMENT PROCEDURES FOR TENURE-TRACK FACULTY PRIVATE 

College of Sciences and Technology, September 2004
Position # ________ Search #______________  Position Description____________________________
Step 1: 
Position Definition and Approval of Position Allocation 

_____
Define position and develop rationale

_____
Complete Section 1 of Request to Recruit Form (RR); forward RR and rationale to Dean

_____
RR returned to department, approval noted on RR, Section 1
_____
Fax copy of RR, signed by Provost, to Dean’s office
Step 2: 
Selection of Search Committee and Development and Approval of Recruitment Documents

_____
Chair contacts Equal Opportunity Services (EOS) to determine if any affected group of employees 


should be on the committee.

_____
Select search committee; distribute Charge to Faculty Search Committees

_____
Develop draft Position Announcement, Position Ad, Rating Guide, and Recruitment Plan; consult with EOS on revisions.

_____

Send RR and attachments to EOS for approval and routing;

_____

RR returned to department, Section 2 approved.
_____

Fax copy of RR, signed by Provost, to Dean’s office
Step3: 
Orientation, Outreach and Affirmative Action Information

_____
Arrange meeting of EOS, search committee, other faculty, staff and students who may be involved in interviews for orientation

_____
Provide position information to personal outreach contacts; maintain documentation of outreach efforts

_____
Send AA Data forms to each applicant when application is received; include search number on the forms.


Step 4: 
Approval of Applicant Pool and Finalists

_____
Half-way to review date, if requested by EOS, send to EOS:  updated Applicant Record and record of outreach efforts 

_____
One week after review date, send to EOS:  1) Applicant Record, listing applicant names only, 


2) Summary of outreach efforts 

_____

Send to Dean complete files (including vita, letter of application, letters of recommendation, 



teaching evaluations) of the finalists and alternates, completed Applicant Record and RR.
_____

RR returned to department, Section 3 approved
_____

Fax copy of RR, signed by EOS, to Dean’s office
Step 5: 
Interviews

_____
Schedule classroom lecture/presentations.  Notify Dean, Provost and others, if applicable, of presentation time(s)
_____

Schedule half-hour interviews with Dean 

_____
Schedule half-hour interviews with others involved as appropriate (i.e., Graduate Dean, Education Dean, Science Education Director)

_____
Send to Dean and others, if applicable, prior to interview: 1) vita, 2) letter of application, 3) letters of recommendation

_____

Schedule meeting of Chair and Dean to make final selection and discuss draft letter of offer

_____
Provide draft memo of justification for selection to EOS

_____
Chair makes follow-up phone calls to candidates

Step 6: 
Approval to Make Offer 

_____
Make phone calls as determined by Dean and Chair and phone call to finalist to review recommended conditions of appointment.

_____    
Send to EOS for approval and routing:  1) RR, with Section 4 completed, 2) vita, 3) letter of offer, 


4) justification/rationale for selection of finalist, 5) justi​fication for salary, if the offered salary differs from approved salary in Section 1.

_____

RR returned to department, Section 4 approved

_____
Send to finalist:  1) letter of offer, 2) “Moving Expense Regulations and Guide” with letter, if applicable

Step 7: 
Hiring Packet

_____
Send to Dean as a packet: 1) RR, 2) contract with current mailing address, 3) Personnel Action/Position Control form, 4) copy of signed letter of offer, 5) vita  
Step 8: 
Employment of Aliens

_____
Paperwork for non-U.S. citizens, if applicable

Step 9: 
Contract Offer 

_____
Copy of contract returned to department; employment procedure complete

