ORAL ROBERTS UNIVERSITY                               CHECKLIST FOR FACULTY HIRING

	PROCEDURE
	RESPONSIBLE

ENTITY
	FORM REQUIRED
	DATE 

COMPLETED

	I  Identify Position Opening
	Chair/Dean
	Email to Faculty Hiring Coordinator
	

	II  Prepare Position Description and 

    Qualifications
	Chair/Dean
	Request to Fill Academic Position
	

	III   Prepare Search Plan
	Chair/Dean and

Faculty Hiring Coordinator
	Request to Fill Academic Position
	

	IV  Determine Application Deadline
	Chair/Dean
	Request to Fill Academic Position
	

	V  Appoint Search Committee
	Chair/Dean
	Request to Fill Academic Position
	

	VI   Approve Position Opening
	Chair/Dean and

Faculty Hiring Coordinator
	Request to Fill Academic Position
	

	VII  Advertise Position
	Faculty Hiring Coordinator, Dean, Provost, President & Trustees Representative
	Request to Fill Academic Position
	

	VIII Acknowledge Receipt of Each

       Application
	Chair of

Search Committee
	Letter of Receipt of Application
	

	IX  Evaluate Pool
	Search Committee
	Search Committee Rating Form
	

	X  Begin Selection Process by Reviewing Faculty Applications and Checking References
	Search Committee
	Search Committee Rating Form
	

	XI  Conduct Phone Interviews, Select

     Finalists and Forward Recommendations
	Search Committee
	Search Committee Rating Form
	

	XII Review Search Committee 

      Recommendations
	Provost
	Search Committee Rating Form, Summaries and Hiring File (Faculty Application, Curriculum Vitae, Reference Letters, Transcripts, Disclosure & Authorization Form, etc.)
	

	XIII  Interview Finalist
	Search Committee
	N/A
	

	XIV  Recommend Appointment
	Dean
	Request for Faculty Appointment
	

	XV  Approval by Provost, President, & Trustees Representative
	Provost/CFO
	Memo Granting Approval to Make Conditional offerSigned Request for Contract
	

	XVI  Make Conditional Offer
	Chair/Dean
	Letter of Conditional Offer of

Academic Employment
	

	XVII  Conduct Background Check
	Office of Provost or VP Acad Adm
	Disclosure & Authorization Form
	

	XVIII  Aproval to Make Final Offer
	Provost
	Signed request for Contract
	

	XIX  Notify Other Candidates that Position 

        Has Been Filled
	Chair/Dean
	Letter of Nonselection
	

	XX  Make Arrangements with Human Resources,

         Payroll & Benefits Office
	Chair/Dean
	Appropriate Forms, Memos
	

	XXI Apprise of New Faculty Orientation
	Dean of Instruction
	Invitation to New

Faculty Orientation
	

	XXII  Archive All Search Materials 
	Chair/Dean
	Copies of All
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