
	Overview Hiring Process

Faculty 

	Step
	Timeframe for Processing

	Step 1: Confirm Need for Position and Secure Approved Funding
	

	· For all chancellor approved budgets, each position has a Position Number (#). Position #s denote budget authorization. If the position does not have a #, contact the Office of Budget and Financial Planning. 

· For grant funds, each position has a Position #. Position #s denote grant authorization. After the Office of Research and Sponsored Programs and other offices have approved the position on the Position Recruitment and Search Form, Human Resources will assign a position #.
	· N/A—time frame is dependent upon/determined by hiring department

	Step 2: Confirm Job Description and Salary Range
	

	· The dean submits a complete description of duties and requirements to the Provost’s Office
	

	· The Provost’s Office sends an email to the dean with approval/questions
	· Within 3 business days

	Step 3: Start the Recruitment Process
	

	· Department recruitment coordinator completes the Position Recruitment and Search form, and gets necessary signatures.
	

	· Form is submitted by the Provost’s office to OBFP or ORSP
	

	· OBFP or ORSP reviews/approves and submits to ODI.


	· 3 business days from receipt



	· ODI reviews/approves search committee, submits to HR, and emails Recruitment Coordinator that search committee is approved.
	· 3-5 business days from receipt



	· HR emails recruitment coordinator when position is posted and gives access to hiring manager/search committee(if approved)
	· 3-5 business days from receipt

	· Position is posted on Interview Exchange.


	· Minimum of 10 business days but normally remains posted until filled.

	Step 4: Prepare Interview Questions, Review Applicants, and Identify Interviewees
	

	· The search committee submits interview questions directly to ODI for review and approval
	

	· The search committee submits applicants for initial interviews or pre-screening to the dean. The dean submits recommendations to the Provost’s office for review.  The Provost’s Office emails approved list to ODI for review and approval
	

	· ODI will evaluate the questions and review the first round of candidates for diversity and email the Provost’s Office when approved
	· 3-5 business days from receipt

	· The Provost’s Office reviews all subsequent rounds of interviews. ODI only reviews the first & final round
	

	Step 5: Conduct Interviews and Select Successful Candidate
	

	· Interview candidates  
	

	· Search committee submits finalists to the dean. The dean submits recommendations to the Provost’s Office for review
	

	· The Provost’s Office emails approved list to the dean
	

	· Finalists are interviewed, references letters are reviewed, and a candidate is recommended by the committee
	· 3 business days from receipt

	· The ODI Hiring Report and ODI Data Selection form are completed and submitted to the Provost’s Office for approval and then to ODI
	

	· ODI reviews/approves recommended candidate(s), approves hiring forms and sends originals back to the Provost’s Office
	

	· The Provost’s office emails the dean when the dean can proceed with the verbal offer of employment
	· 3 business days from receipt



	· For failed searches, see policy


	· 3 business days from receipt

	Step 6: Notifying Successful Candidate
	

	· Dean makes verbal offer with confirmed salary and start date
	· Beginning of academic year



	· The dean drafts an offer letter and emails to the Provost’s Office for approval
	

	· The Provost’s Office emails the dean with approval or questions
	· 2 business days from receipt of email

	· The dean send written offer letter to candidate
	

	· Upon acceptance the dean’s office sends an Offer and Acceptance Form with a link to the pre-employment paperwork
	

	Step 7: Dean’s Office completes Hiring Paperwork:  PA is submitted with pre-employment paperwork attached. Employee Entrance Form is submitted electronically. 
	

	
	· At least 2 weeks before start date.

	Step 8: HR processes Personnel Action Form
	

	
	· 5 business days of receipt in HR

	Step 9: Department completes I-9 or requests assistance from HR


	 

	
	After successful candidate has accepted the job or within first three days of employment

Employee will be terminated after 3 days if the I-9 Form has not been submitted to HR.

	Step 10: Department completes Recruitment File and submits to Recruitment Coordinator 
	

	
	· Within 30 days of completion of hire.
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