CLA New Hire Process
Faculty positions (including continuing lecturers)
1.  Request (in writing) made by Department Head to the Dean-must have written approval before any other steps completed
2. Department contacts Associate Dean Joan Marshall-Affirmative Action Office liaison

· Search plan and copy of ad must be approved

· Department works with Joan to ensure all Affirmative Action processes are followed

3.  Department should work with Joan Marshall if search waiver/posting waiver is being requested
4. Department coordinates campus visits with Dean’s office

5. If candidate to be appointed with tenure, primary committee must vote, department head prepares request to hire with tenure, dean’s office will forward to Provost

6. Department Head must obtain approval from the Dean prior to making offer.  Offer letter templates available on website.

7. Department completes Search and Screen Recommendation form and copies of ads to Joan Marshall prior to making offer.

8. Offer letter, VITA, contract should be sent to Sandy Kellogg for review by the business office and Dean’s office staff prior to sending written offer to candidate.  Once approved, offer letter and contract may be sent to the candidate.

Non-faculty positions

1.  Request (in writing) made by Department Head to the Dean.
2. Department completes HR position description and posting form.  Electronic version of the form should be routed by the business manager to Mona Holdcraft for review and submission to the Dean for approval.  Mona will forward electronic form to HR Compensation and Classification.  Once electronic version has been forwarded to HR, hard copy should be signed by supervisor, Department Head and forwarded to college business office for further signatures.

3. Administrative/Professional positions only  Offer letter should be sent to Sandy Kellogg for review by the business office and Dean’s staff prior to sending written offer to candidate.  Once approved, offer letter may be sent to the candidate.
4. Clerical/Service positions only  Documentation of Clerical/Service Hire form should be completed and forwarded to the College business office prior to any verbal or written offer to the candidate.  Once approved, an offer may be made.
