General Checklist for Academic Appointments with a Search

Refer to the Guidelines for Recruiting & Appointing Academic Personnel for additional information

(http://www1.umn.edu/ohr/ohrpolicy/Hiring/Guidelines/index.htm)


This checklist can be modified to meet the needs of your unit.

· Prepare position description including both required and preferred qualifications, as they relate to the job duties.

· Consult with unit human resource administrator to review and discuss the search process, use of a search committee and goals of the position.

· Consult with unit EOAA liaison to determine the nature of the search and recruitment ideas.

· Prepare Job Description and Requisition in the Online Employment System and obtain appropriate consultation/approval signatures as required by unit process.  Retain a copy for official search committee file.

· Discuss with the search committee a method of screening applicants with clear documentation of those meeting required qualifications and those not.

· Review policy regarding public and private information (data).

· Establish a plan for responding to applicants and nominees.

· Advertise the position. (optional)  Retain copy of all ads in the official search file.

· Recruit candidates and keep record of contacts.

· Review pool of candidates with unit EOAA liaison and/or human resources administrator as appropriate to unit procedures.  Follow up as appropriate.

· Screen applicants to narrow pool to identify candidates to interview.

· Request references and other supporting materials, as appropriate.

· Contact references at this point or later, but prior to hire.

· Invite selected candidates, develop interview agenda and conduct interviews.

· The Search Guidelines require that all 93XX positions include a Statement of Affirmative Action Accomplishments of the new hire.  This can either be submitted by the candidate, or can be written by the Search Committee/hiring authority based on responses to questions asked in the interview. This Statement should be retained in the department’s search file.

· Conduct any pre-employment screening or background checks that are indicated/required for the position. 

· Develop search committee report documenting strengths and weaknesses of each candidate in writing and forward report and the names and files of acceptable candidates, unranked, to the responsible administrator making the final hiring decision.  Retain documentation in official search file.

· Consult with the unit EOAA liaison and/or human resources administrator with regard to goals, pool, decision-making process and final candidate of choice.  Decide on candidate of choice, make the contact and follow through with negotiations.

· For appointments with tenure or continuous status, follow procedures defined in the document Guidelines for Recruiting and Appointing Academic Personnel.

· Prepare appointment letter/ offer letter and send.

· Obtain agreement and confirmation of acceptance of offer.

· Enter appointment information into the human resource management system (HRMS).

Records Management

The official search file is to be maintained by the hiring authority or in a designated centralized unit location according to unit procedures.  This master record is to be maintained for 7 years after the search is completed, provided no litigation or complaint is pending.  All duplicate files should be sent to the hiring authority upon completion of the search and maintained for 1 year following completion of the search.

NOTE: The order in which these steps are completed may vary slightly based on preferences of the search committee chair and /or the hiring authority.

