College of Food, Agricultural, & Environmental Sciences

FACULTY HIRE CHECKLIST

	BEFORE SEARCH BEGINS:
	
	

	Task
	Responsibility for Task
	Date Completed

	1)  The Position Request is prepared (Please use the College format attached)
	Chair/School Director
	

	2)  The Position Request is submitted to the Cabinet c/o the Dean; the Cabinet reviews the request.  (If an academic unit outside of the College has a financial or other significant interest in the position, they also should be included in this and many of the steps that follow.)
	Chair/School Director
	

	3)  If approved,  an authorization letter to conduct a search will be issued to the Chair or School Director. 
	Assistant Vice President
	

	4)  The search committee is formed.
	Chair/School Director
	

	5)  The search committee schedules a meeting with the Dean or his designee to discuss affirmative action issues
	Committee Chair
	

	6)  The position data and description are entered into Human Resource Information Systems (HRIS), and forwarded to the College and OAA for approval.
	Dept./School Human Resources Professional (HRP)
	

	7).  The job requisition (green sheet posting) is entered into HRIS after approval of the position description.
	Dept./School HRP
	

	
	
	

	DURING THE SEARCH:
	
	

	Task
	Responsibility for Task
	Date Completed

	1)  The search process is conducted.
	Search Committee
	

	2)  An interview is scheduled for each  finalist with the Dean  and pertinent Cabinet members. 
 NOTE:  IF THE POOL OF FINALISTS CONSISTS OF ALL WHITE MALES, THE DEPARTMENT MAY NOT SCHEDULE CAMPUS INTERVIEWS UNTIL THE CHAIR OF THE SEARCH COMMITTEE AND THE DEPARTMENT CHAIR/SCHOOL DIRECTOR HAVE MET WITH DEAN MOSER AND RECEIVED APPROVAL.  HE WILL WANT TO KNOW WHAT WAS DONE TO PRODUCE A DIVERSE POOL AND WHY IT WAS UNSUCCESSFUL.
	Committee Chair
	

	3) If the position is for an Eminent Scholar, Endowed Chair or a like position, interviews are scheduled with the Provost and VP for Research.
	Chair/School Director

 Or Committee Chair
	


	AFTER A CANDIDATE IS IDENTIFIED:
	
	

	Task
	Responsibility for Task
	Date Completed

	1)  Identify final candidate.
	Per Departmental Patterns of Administration 
	

	2)  If exceptions to the original authorization letter are required in recruiting the top candidate, including start-up needs that exceed the maximum in the authorization letter, then a request must be submitted to the Cabinet c/o the Dean.  
	Chair/School Director
	

	3) Cabinet responds to requests for exceptions under item 2 or, Cabinet indicates objections or support to proposed plans for the originally authorized start-up funds per the specifications presented.
	Cabinet
	

	
	
	

	DEVELOPING A LETTER OF OFFER:
	
	

	Task
	Responsibility for Task
	Date Completed

	1)  The letter of offer is prepared. (It is critical that you  follow the guidelines and wording from the OAA Handbook for Deans /Directors/Chairs; excerpts on letters of offer are attached.)
	Chair/School Director
	

	2)  Submit a draft letter of offer with CV to the Assistant Vice President for approval.
	Chair/School Director
	

	3)  If the position to be filled is an Eminent Scholar, an Endowed Chair or the like, or if the position to be filled is at the Associate Professor level or above, or at the Assistant Professor level with prior service credit, then:

A) An adequate rationale must be submitted to the Dean along with the draft letter of offer, CV, and other appropriate documentation.*  

B) If approved at the College level, the draft letter of offer, the CV, and the request is then forwarded to the Office of Academic Affairs for their review and approval.
	Chair/School Director
	

	4)  Once all College level approvals are received, and if needed, approvals from the Office of Academic Affairs, the letter of offer may be sent. 
	Chair/School Director
	

	
	
	

	FOLLOW-UP TO THE OFFER:
	
	

	Task
	Responsibility for Task
	Date Completed

	1) Submit a copy of the actual offer letter sent to the candidate and the acceptance letter as soon as possible to the Assistant Vice President.  This ensures the Board of Trustees approval is requested at the appropriate time. 
	Chair/School Director
	

	2)  If the position is not accepted, please send notice of this as well.
	Chair/School Director
	

	3)  A Hire Data Worksheet is forwarded to the College for all new faculty hired.  The hire data will be input into HRIS by college personnel
	Dept./School HRP
	

	4)  The department sends a request to the Assistant Vice President for release of start-up funds when they are ready to begin purchasing items.  Otherwise, funds will be released shortly before the new faculty member’s start date.
	Chair/School Director
	

	5)  A budget transfer for start-up funds is initiated.
	Assistant Vice President
	


*  Documentation should be comparable to that required for P/T.  You should provide information about candidate comparable to that required for internal review, including external evaluations and reviews and recommendations from the Department/School P/T committee, Chair and Dean.  Prior achievement of the requested rank in a peer or better department in a peer or better institution constitutes strong, supporting documentation.
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