
Search Date
	Dept. #/POSN									Job Title
Faculty Recruitment Checklist - CoE
_______	Email/send Search Committee Guidance , Faculty Resource Guide
_______	approved Hiring Plan identifier/# ___________
_______	Prepare advertisement *(must advertise via a print ad in a national journal or 30-day online national journal-Academic Package for $260 is encouraged) 
_______	Pre-Hire in Tiger Talent (reference #__________)		approved:____________
_______	Push job opening through to Interfolio via TigerTalent
_______	Alert search committee chair of “live” posting
_______	Provide correct billing account code to Talent Mgmt/Recruiting for advertising package(s)
_______	Run demographic report via Interfolio to determine diversity and send to Dean, cc: search committee chair
_______	In Interfolio, make sure that those who didn’t meet requirements are marked in status
_______	Reference checks completed by Search Committee (before interviews are conducted)
_______	Prepare travel arrangements, if necessary (Library/Tammy or CoE Business Managers)
_______	Send information packets to interviewees (itinerary, general info, etc.)over

_______	Interviews to be completed on campus
[bookmark: _GoBack]_______	Dean/Hiring Manager to make verbal offer to top candidate contingent on favorable background check and final approvals (find out current salary to make sure offer will not exceed 20% of salary) 
*Is proposed salary within range?	*Is proposed salary within 20% of candidate’s current salary? (if state employee, look at State of SC query; otherwise, must ask!)
_______	HRP to prepare background check for top candidate after verbal offer confirmed
sent: _______ 	approved: _______
_______	Hire Form (salary offer must not exceed 20% of candidate’s current salary)
	____ Email to Provost office	____ Berinthia forwards to C&C
	Approved: ________		Approved: ________
Sent with:	  (unsigned?) Tenure Agreement (Provost to sign if coming in with years toward tenure) or Non-Tenure Agreement or Granting of Tenure Form (only if coming in with tenure)
	 (unsigned?) Certification of Credentials form (info provided by Library Chair or CoE Dept. Chair)
	Offer letter signed by Libraries/Dean Farrell or CoE/Dean Petersen
· Approved market data		   CV		   market data	
_______	Prepare to provide justification if underrepresented are not interviewed or hired
_______	*Ensuring that Dept. Chair is prepared to make offer (TPR approves, etc.)…
Offer letter mailed to candidate along with Tenure (or non-tenure) Form (only upon C&C approval & receipt of favorable background results) 
sent: ________ cc: Business Officer/Mgr.		candidate accepted:______
_______	Email faculty credentials packet to Institutional Research/Melissa Welborne (welbor4)
		To be included:	signed Tenure Agreement or Non-Tenure Agreement or Granting of Tenure						CV 		signed Credentials Form   	 Transcripts
_______	Non-tenure if TGP/TMP/TLP or Lecturer /____Temporary Grant Agreement or Temporary Form 
_______	Upon Dean’s announcement of new faculty member, search chair to notify all (interviewed or not) unsuccessful candidates by letter, phone (preferable), or email
_______	Hiring Manager to thank each committee member for service on search
_______	International Hire Request Form (if necessary)
_______	I-9 (and supporting documents)		______ Submit new hire info to Data Center
_______	Onboarding checklist initiated
_______	Ensure Interfolio is in correct status (closed)

Provost to sign offer letter & review Tenure/Non-Tenure Agreement if candidate is direct report of Dean
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