The University of South Florida St. Petersburg

Office of Academic Affairs

Faculty Search Approval Checklist   College: ____________________________              Search Committee Chair: ______________

__1. SUBMISSION BY DEAN TO OBTAIN APPROVAL TO INITIATE SEARCH & APPROVAL OF THE SEARCH PLAN.
               Position #
   Rank

   Salary Range

Start-Up Costs
    Anticipated Date of Hire
                Base Budget


________
_________
____________
           _____________
    _______________

________


APPROVAL TO INITIATE A SEARCH:

____________________________________________ Vice Chancellor, Academic Affairs    Date:   __________________________


____________________________________________ Director of Human Resources            Date:    __________________________

This will require submission of the following: (a) Position Vacancy Announcement/Job Description; and (b) Faculty Search Plan 
including Search Committee composition (and Chair); Place(s) of Advertisement & Source(s) of Recruitment; Diversity Goals 
 (per EAP); Timetable; Screening Process; Interview Process; Search Committee Staff
__2. PLACEMENT OF ADVERTISEMENT & SUBMISSION TO UNIVERSITY VACANCY LISTING SYSTEMS 
__3. CONDUCT SEARCH BASED ON APPROVED PLAN: (a) Complete Recruitment Worksheet, (b) Send Affirmative Action Data Forms to all applicants with return to Search Committee Staff member, (c) Search Committee Staff member to complete Affirmative Action Data Form Summary

__4. APPROVAL OF THE APPLICANT POOL BY THE HUMAN RESOURCES EQUAL OPPORTUNITY LIAISON.  

CERTIFICATION OF THE APPLICANT POOL BY THE HUMAN RESOURCES EQUAL OPPORTUNITY LIASON 


____________________________________________ HR EEO Liaison           Date:    __________________________


PERMISSION TO INITIATE A REVIEW OF APPLICANTS:


____________________________________________ Vice Chancellor Academic Affairs    Date:    __________________________
__5. SUBMIT LIST OF THREE FINALISTS TO COLLEGE DEAN.


APPROVAL TO CONDUCT ON-CAMPUS INTERVIEWS:

____________________________________________________ College Dean                  
 Date:  ______________________


____________________________________________________ Vice Chancellor, Academic Affairs    Date:  ________________


This approval will require submission of the following: (a) Completed Recruitment Worksheet, (b) Completed   

             Search Committee Evaluation Form (c) Certificate of Employability, (d) Completed Hiring Report, (e) Credentials of 
             Finalists [including but not limited to Letter of Application, CV, and at least three confidential letters of reference]
__6. COLLEGE DIRECTOR/SEARCH COMMITTEE CHAIR PRESENTS RECOMMENDATION.


PERMISSION FOR THE DEAN/ VICE CHANCELLOR, ACADEMIC AFFAIRS TO MAKE AN OFFER AND  

PROCEED WITH HIRING

__________________________________________________ Vice Chancellor, Academic Affairs    Date: __________________________


__________________________________________________ Director of Human Resources           Date: __________________________

__7. ALL APPROVALS SECURED: Process letter of offer and hiring paperwork with human resources. Notify all applicants of decision.  All search documents must be retained by the College for three (3) years from the date of selection.
