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• Department requests new or replacement faculty position in budget request as part of the 

annual report process. 

 

• The request is made in the annual report submitted in the budget year prior to the budget 

year in which the hire will occur (e.g., request in June 2008 for position to be filled in 

August 2009.) 

 

• All requests should be submitted to the Dean no later than August 1st. 

 

• The Dean reviews all position requests with Provost. 

 

• The Provost indicates approval for the department to fill the position. 

 

 

Request 
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• After consultation with the Office of Equity and Diversity and the Human Resources 

Department, the Search Committee will establish a recruitment plan that shall include 

(but need not be limited to): 

 

o Advertisement activities (attach ad copy and publications list) 

o Mass mailings to professional associates and community based organizations 

(attach sample letter and organization list) 

o Mandatory listing with the local Pennsylvania Office of Employment Security 

o Internet postings (attach ad copy and list of sites posted) 

o Telephone contacts (attach list of professional, personal and organizations 

contacted) 

o Other outreach activities (fully describe expanded outreach activities, i.e., 

professional conferences, etc.) 

o Electronic boards (e.g. Monster) may not be searched to identify individuals 
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• Actual consideration of and assessment of the qualifications of a job seeker is the final 

element in the legal definition of applicant.  All individuals who respond to an 

advertisement, whether qualified or not qualified, must be included in government 

reporting and entered into the Banner Applicant Tracking module.  However, analysis of 

the substantive information included in the applications/vitae should be conducted by the 

Search Committee ONLY on the credentials of those job seekers who are minimally 

qualified for the position. 

 

• In order to comply with the University’s mandatory recordkeeping obligations as an 
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opportunity to teach a class or deliver a paper.  Each interviewee must be afforded the 

same or comparable meetings and opportunities during the interview process. 

 

• At the time of the meeting with the Provost, the Pr
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• The Chair of the Search Committee should keep applicants informed by letter during the 

process.  Unsuccessful candidates will be notified in writing when the position has been 

filled, or if the search has been cancelled.  Form letters to use for the various stages of the 

search are included with this document. 

 

• 






