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Office of the Provost TC \l1 "
Faculty Search Checklist

This Faculty Search Checklist is intended to guide you in your search for tenure-earning and tenured faculty, instructors and lecturers, librarians, clinical faculty and faculty on multi-year appointments.  Vacancies that are exempt from the PeopleAdmin recruitment process are:
1. Positions funded from contracts and grants when the proposed employee is 1) specifically identified by name in the contract; 2) or the position is available because a contract or grant is terminated and re-established and the position has the same duties under the re-established contract or grant.

2. Postdoctoral or other research positions where the prospective employee has special expertise and the appointment is for a limited time period.

3. Positions to be filled by persons who have been laid off and who have recall rights.

4. Positions of 0.5 or less FTE.

5. Positions to be filled as visiting appointments if the appointment does not extend beyond one year.

6. Positions to be filled on an acting, temporary, or emergency basis for one year or less.

7. Adjunct positions.

8. Positions to be filled in settlement of litigation, grievance or arbitration.

9. Positions to be filled according to a university or college internal appointment process (i.e., interim appointments, Associate Deans, etc.).
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· 1.
Dean secures approval to recruit from the Office of the Provost, if appropriate (i.e., based on funding; funding source.

· 2.   Chairperson secures approval to recruit from the Dean.

· 3.
At a department faculty meeting:

a.
Select a Search Committee and Search Committee Chairperson, assuring diverse representation.  If the Committee does not have diverse presentation, the Committee will not be approved by Equal Opportunity Programs (EOP).
b.
Agree upon a position description and job qualification requirements for the position.

c.
Check FAU websites (Human Resources, Equal Opportunity Programs, Committee on 


Institutional Diversity) for materials on Best Practices in Hiring and Hiring for Diversity 





(fau.edu/president/diversity/hiringtoolbox.php).

· 4.
Post the position using PeopleAdmin, FAU's on-line application system.

All outside postings must include the following statements:



- FAU is an Equal Opportunity/Equal Access Institution



- A background check will be required for the candidate selected for this position



- All applicants must complete the Faculty, Administrative, Managerial & Professional 


                            Position Application form available on-line through the Office of Human Resources.
· 5.
Develop a qualifications grid for applicants for the position (optional).





Sample Qualification Grid
	Candidates

 Name
	Degree

Info
	Teaching

Exp
	Research/

Creative Activity
	Area of 

Specialization
	Current Position
	Other
	Comments

	
	
	
	
	
	
	
	


· 6.
Check PeopleAdmin for applicant materials.  If application materials (letter, vitae) are sent directly to the Chair of the Search Committee, the applicant must also complete the application form on-line through PeopleAdmin.
· 7.
Once the pool has been verified for diversity as adequate by EOP, the Search Committee:

a.
Selects candidates for interviews

b.
Advises EOP of finalists selected for interviews through PeopleAdmin


· 8.
Arrange for campus visits of candidates, which may include:


a.
Colloquium with faculty

b.
Meetings with individual faculty

c.
Classroom teaching

d.
Meetings with constituent student/community groups

e.
Travel to appropriate campus sites


f.           Meetings with appropriate campus representatives
· 9.
Search committee recommends qualified candidates:

a. 
Presentation to and approval by department faculty
b. 
Presentation to and approval by Chair/Director
c. 
Presentation to and approval by Dean
d. 
Advises EOP of candidate proposed for appointment through PeopleAdmin, e-mail and telephone.

e.
Completion of Initial Appointment Report for Tenure-Track Faculty or Faculty Being Considered for Tenure Upon Appointment


· 10.
Department chair notifies and enters into negotiations with selected candidate.  Negotiated terms are subject to the approval of the Dean.  If candidate verbally accepts:


a. 
Department Chair requests candidate provide transcript.  A copy is acceptable at 



this point in the process; an official transcript will be required prior to employment.


b.  
Department Chair verifies employment of selected candidate, if applicable. The 



Verification of Employment Form for Faculty is available on the Provost's 




website.   


c.
Department Chair sends letter of recommendation, completed Initial 




Appointment Report for Tenure-Track Faculty or Faculty Being Considered for Tenure                               

Upon Appointment, official transcript and candidate’s vitae to the Dean.

· 11.
The Dean sends an offer letter to the candidate with a copy to the Chair.

There are 13 model letters that have been developed to assist you in this process.  The Associate 
Provost of Academic Personnel is always available to review offer letters, especially when they 
vary significantly from the model letters.
· 12.
When the candidate returns the letter, signifying his/her acceptance of the position, the signed 
original 
letter, signed Faculty Tenure Agreement, an official transcript, vitae, and Employment 
Verification Form (if applicable), go to the office of the Associate Provost of Academic Personnel 
for inclusion in the faculty members’ personnel/credential file.  

· 13.
Copies of signed acceptance letters need to be distributed by the Dean’s office to Human Resources, Processing and Records.  
· 14.
Sharon Berger, Employment Manager in the Office of Human Resources, needs to be contacted in regard to procedures for Academic Appointment Background Checks.


· 15.
If the appointee has immigration issues that need to be addressed prior to the beginning of employment, contact the college's liaison with the University's immigration law firm, Fragomen, Del Rey, Bernsen & Loewy.



· 16.
Submit a Notice of Appointment form for new faculty members through the College Dean’s Office, then to the Budget Manager of the Office of Academic Affairs, prior to the effective date of new employment.
· 17.
If arriving in the Fall, the new faculty member will be invited to New Faculty Orientation.  All new faculty members must contact Human Resources prior to the first day of their appointment for information in regard to benefits.  
· 18.
If the search does not end in the selection and acceptance of a suitable candidate for the position, the Search needs to be closed and the future of the position must be decided upon by the Dean.  

· 19.
The search committee chairperson may send letters to all candidates who were not hired.

· 20.
The State of Florida General Records Schedule requires employment application and selection records to be retained for two anniversary years after the personnel action.  PeopleAdmin will store all information that is entered into it for the period required by law.  In certain situations, the hiring unit may want to retain originals of any job advertisements in outside publications that appeared in print.  
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