Instruction Hiring Procedure

For Full-Time Faculty And Administrators

“The most important decision an administrator makes is hiring!”
3/16/04
	Position #
	
	
	Account #
	

	Position Title
	
	


	Who
	Process
	Date

	 Position

	Dean
	(For new positions only)submit FT new position form to VPI 
	

	VPI
	submit FT new position form to HR/Fin.Serv. to create position # (turnaround time is 10-15 days)
	

	Dean – with input of Director/Div Dir
	submit request to hire form, position ad, and Datatel verification of available funding with correct account and position #s to VPI; be sure to include the name of the person being replaced
	

	Assoc Dean/Fac Creds
	review position ad
	

	VPI Ex Sec
	secure approval of request to hire from VPI, VP for Adm. Services, Executive VP, and President and send to HR
	

	HR
	HR posts position in Communicator and other publications as approved
	

	Applications

	Dean- with input of Dir/Div Dir
	submit Search & Screen Committee list to VPI for approval
	

	VPI
	Approve Search & Screen Committee and return list  to Dean
	

	HR
	send applications meeting minimum qualifications to the requestor
	

	Interviews

	Search Cmte/Chair
	Select applicants to be interviewed; submit interview list to HR/Dir. Equal Opportunity for approval
	

	Search Committee  (and Director/ Div Dir for faculty hires)
	interview applicants; submit list of top 3 candidates, video, strengths/weaknesses and reference checks to the Dean(At this time, Dean may request additional interviews if/when necessary)
	

	Dean
	Review entire packets for top 3 applicants and select top applicant
	

	Dean
	schedule VPI interview for top candidate
	

	Approvals

	Dean
	submit hiring documents for top candidate to VPI -Include interviewed app. recommendation form, reference check, strengths/weaknesses and official transcripts (required before interview with VPI)
	

	Assoc Dean/

Fac Creds
	complete credentials approval form
	

	VPI & Dean
	interview top candidate
	

	VPI
	sign interviewed applicant recommendation form
	

	VPI Ex Sec
	Route interviewed applicant recommendation form to VP for Adm. Services, Executive VP, President for approval
	

	President’s Office
	Return signed  interviewed applicant recommendation form to VPI
	

	Offer/Hire

	VPI Ex Sec
	Submit signed interviewed applicant recommendation form to HR
	

	VPI Ex Sec
	notify Dean of President’s approval (by email)
	

	Dean
	offer candidate position and establish start date; 
	

	Dean
	Notify VPI of acceptance/non-acceptance ;email VPI Ex Sec of start date
	

	HR
	Contacts recommendation requestor for official start date
	

	VPI
	mail welcome/orientation letter to new hire 
	


	Total time to hire = 
	
	days


