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Dear Chairs,

To provide you with information as you recruit and select new faculty, Academic Affairs has put together a packet of information, including the following:

· Procedure for Recruitment and Selection of New Faculty

· Affirmative Action Checklist, EPA Personnel Actions

· Preemployment Inquiry Guide

· Advertisement Requisition Input/Authorization Form

· Sample Position Vacancy Announcement

· Statement of Proficiency in Oral and Written Communication

· Application for Academic Positions

· Faculty Appointment Recommendation

Our intention in providing these materials is to ensure that Chairs (1) follow appropriate guidelines in faculty hiring practices, (2) attract the best candidates for open positions, and (3) use an orderly procedure for administering the recruitment and selection process.

If you have any questions about the attached materials or believe that the materials should be amended in any ways, please contact the Academic Affairs Office.

	Procedure for Recruitment and Selection of New Faculty

	Instructions to Department Chair:  Please check each item on the following checklist as you go through the procedure for recruiting and selecting a new faculty member, sign the checklist when you have completed the procedure, and return the completed checklist to the Dean.  


	U
	Step in Procedure

	
	1.  Submit a request for recruitment of new faculty to your Dean.  

	
	2.  Speak directly with the Affirmative Action Office (Director of Human Resources) concerning a list of appropriate minority candidates in your discipline.  (See the UNCP Affirmative Action Plan, particularly pp. 96-98, which are included in the information packet with this form.)

	
	3.  Prepare advertisement for position.

	
	4.  Submit advertisement to Dean and Human Resources Office for approval.

	
	5.  After receiving approval of the advertisement, send it to institutions of higher education, which may have appropriate applicants, including predominantly Black institutions.  (Academic Affairs will submit the advertisement to The Chronicle of Higher Education.)

	
	6.  After the closing date for the advertised position, contact the Affirmative Action Officer, explain the composition of the application pool, and ask for permission to proceed with the search.

	
	7.  Screen applicants thoroughly, including checking references via telephone and talking to someone who knows the candidate well but is not on the candidate=s reference list.  Talk at length with the candidate.

	
	8.  Recommend to the Dean the applicant you want to interview.  

	
	9.  After receiving approval for bringing applicant to campus, contact applicant to confirm travel arrangements. (Note:  Air fare is reimbursed at the coach rate only.) 

	
	10.  Explain to applicant that he or she will give a planned presentation during the campus visit.

	
	11.  Send applicant the Application for Academic Positions form so that he or she can complete and return it.

	
	12.  Ask applicant to provide official transcripts of his or her academic work.

	
	13.  Complete and sign a Travel Request form and submit it to the Dean prior to the campus interview.  

	
	14.  Establish an interview schedule and include appropriate Department members, the Dean, the Provost/Vice Chancellor for Academic Affairs, and the Chancellor.

	
	15.  Prior to the campus interview, distribute copies of the candidate=s vita to the Dean, Provost/Vice Chancellor for Academic Affairs, the Chancellor, and other appropriate parties.

	
	16.  Conduct interviews to include the Department, Dean, Provost/VC for Academic Affairs, and the Chancellor.

	
	 


Please continue on reverse side.
	Procedure for Recruitment and Selection of New Faculty, continued

	
	

	
	17.  Rank candidates.

	
	18.  Statement of Proficiency in Oral and Written Communication.

	
	19.  Send letter to Affirmative Action Officer describing process and hiring decision, stating briefly why each applicant who was not hired was not hired.

	
	20.  Upon approval of Affirmative Action Officer, ask for approval of Dean to make a job offer.

	
	21.  Offer the position to your first choice.

	
	22.  When a candidate accepts, complete the Faculty Appointment Recommendation form and submit it to the Dean, who will then submit to the Provost/Vice Chancellor.


	Academic Affairs will prepare the contract, which will be signed and mailed from the Chancellor=s office.







Chair=s Signature

1 This packet includes an example of an advertisement for a faculty position.  Please refer to that example when writing an advertisement.  In addition, the advertisement must contain the following address to which applications are to be sent:

SEARCH COMMITTEE

Attention: (Name of Department Chair or Search Committee Chair)

University of North Carolina at Pembroke

One University Drive

Pembroke, NC 28372-1510

2 Candidates should make a presentation (class lecture or seminar presentation) during the interview process.  Make sure that candidates are informed of this planned presentation when they are invited for an interview.  Give the candidate some direction about the nature of the presentation.  Also make sure that students, from either the departmental advisory committee or form your department, have an opportunity to hear this presentation.  If at all possible, all departmental faculty should hear the presentation.

