



Appendix C

Checklist of Activities for Hiring Faculty (Sample)
Please note: These are examples of activities that could be involved during the faculty hiring process and are not meant to be in any order of importance. This checklist is not intended to be a University standard, but a comprehensive example.

	Activity
	Estimated Completion Date
	Comments

	Develop position description based on essential duties and responsibilities and qualifications needed for the position.
	
	

	Complete ‘Request for Posting”, submit with Position description for signatures.
	
	

	Determine and finalize recruitment strategy and position advertisement, in consultation with HR if needed.
	
	

	Form Search Committee.
	
	

	Develop a “Candidate Application Screening form”, used to screen applications; must reflect position advertisement and job requirements
	
	

	Begin screening applications.
	
	

	Shortlist candidates to be called in for interviews
	
	

	Develop interview questions to be asked for phone interviews and on campus interviews.
	
	

	Develop Candidate Interview Assessment Form to be used to evaluate candidates.
	
	

	Conduct Phone Interviews of short listed candidates.
	
	

	Screen candidates, based on phone interviews and finalize those to be interviewed on campus
	
	

	Preparations for campus visits and interviews.
	
	

	Conduct campus interviews.
	
	

	Evaluate candidates based on interviews.
	
	

	Conduct reference checks on finalists. 
	
	

	Selection decision made. Submit recommendations for approval.
	
	

	Approval received for hire.
	
	

	Confirm starting salary of finalist with HR and Office of Provost.
	
	

	Verbal offer to finalist made and accepted. Decide start date.
	
	

	Inform other finalists who were not selected.
	
	

	New hire signs Official University Offer of Appointment. 
	
	

	All applicant folders and paperwork related to candidate search given to Chair of Search Committee to be filed and saved for 3 years.
	
	

	HR informed – Coordination of new hire orientation.
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