FACULTY Search Process Checklist
WORKDAY PROCESS

	Approval Required From
	Assigned Role
	Task
	Date Completed

	
	DC/CL
	1. Appoint and initiate a search committee
a. Set search timeline and committee rules/roles, including a records custodian. 
	

	
	DC/SCC
	2. Create Faculty Posting Form and send to CL for review and approval
	

	
	DO/DC/CL	
	3. THE POSITION 
Before you can create a job requisition in Workday, you must first ensure the position exists. Every requisition is tied to a position. 
a. The first step if a position does not currently exist, is to work with your College Liaison to ensure there is approval, and follow the instructions to CREATE/EDIT POSITION PROCESS in Workday.
b. Should an organization, title or temporary backfill position be needed, you would follow the CREATE/EDIT POSITION PROCESS in Workday to request changes/updates. 
	

	
	DO/CL/SC Assistant
	4. REQUISITION CREATION 
a. If you have an existing position with no changes or have received notification that either a new position has been created, or existing position edits have been completed, you can then put the requisition into Workday. 
b. Please note when putting the requisition into Workday, you should have the following information:
i. Faculty posting form to copy into the Additional Details section
ii. Salary range for the position
iii. Approval email from the Provost for the position
iv. Search Committee Members and their roles (please note-contact your CL for the role designation for search committee members)
c. Create your requisition and then submit for online routing and approval.
d. Once fully approved, your requisition will be scraped and posted on HR advertising sites, and Job Elephant will send a list of discipline specific job boards for your search. 
	

	
	SC
	5. Develop Selection Criteria Rating Form (SCRF) to record results of applicant assessments against all qualifications listed on the posted position (use career zone to export applicants on SCRF).
a. Develop a Definition of Ratings to accompany the SCRF to assign values for each level of achievement /satisfaction of each rated qualification to ensure consistency in applicant ratings among search committee members.
b. Prepare telephone and onsite interview questions and evaluation tools prior to applicant review. Guidance on Interviewing Do’s and Don’ts’s can be found here https://www.rit.edu/humanresources/hiring-and-onboarding  
	

	
Dean
	
DC/SC
	6. Develop Faculty Recruitment Plan 
a. Include Search Committee composition; referral list from Office of Faculty Recruitment (OFR); advertising (review item “b” below) and outreach
b. Review list of external advertising sites. Search Chair will be contacted by Job Elephant (Michael Ang 1-800-311-0563/1- 619-795-0837) to determine interest in discipline specific advertisements.
c. Social Media advertising: link back to Career Zone site for full description. Make sure to include language from Faculty Posting Form for all social media posts.
d. Retain a copy of ANY correspondence for records retention
	

	
	
	7. Search Committee Training
a. Inclusive Hiring Training(voluntary for search committee members) 
b. Workday Job Aids provide instructions on Candidate Management 
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	OFDR
	8. Outreach
a. OFR reaches out to scholars using internal and external sources to provide to the search a list of referrals with CVs of potential candidates for the SC committee to contact

	

	
	SC
	9. Candidate review:
a. Refer to Manager-Candidate Recruitment & Management Job Aid to review candidates 
b. Conduct initial assessment of applicant pool composition using SCRF (Export TOTAL candidates to Excel from Workday).
	

	
	SC
	10. Mid-Search Review:  
Prepare the following materials for mid-search review with College Liaison, Dean, Search Committee Chair and Department Chair:
a. SCRF results
b. Proposed interview questions
c. Interview evaluation forms or method for recording feedback
d. Record data on Mid-Search Review Checklist
	

	Dean
	CL
	11. Conduct mid-search review 
a. Notify Dean’s Office and Lori Sykes, Compliance & Ethics Manager, with the names of any Foreign Nationals candidates advancing to the phone interview phase.
b. If approved move on to step 11; if not revisit appropriate prior steps to better prepare for next mid-search review meeting.
	

	
	SC
	12. Upon approval from Dean’s office, send email to staffrec@rit.edu to remove the posting from the external gateways (see step 14b if Foreign National in pool)
a. After contacting the candidates who will be advancing to the next round, go into Workday and update their HR Status to “Interview”.
b. Disposition any candidates not advancing in the search process to “Application no longer being considered.” 
	

	
	SC
	13. Conduct telephone interviews using agreed upon questions.
a. Notify all candidates of the outcome of telephone interviews by phone and updating their status. When the status is updated, the system will automatically generate a decline email to the candidate. 
b. Gather interview notes for any candidates not advancing to committee/onsite interview per Records Retention policy. 
	

	Dean/CL   
	SC/DO
	14. Obtain approval from Dean/CL/DC for candidates that will move to on campus interviews.
a. Schedule Zoom/On campus interviews using email templates in Workday.
b. Provide information on Rochester area to candidates: https://www.rit.edu/rochester-ny 
c. Be sure to provide Dual Career Program information to candidates: https://www.rit.edu/provost/dual-career-program 
d. Distribute and collect faculty evaluations of candidates.
	

	
	SCC/CL
	15. Provide finalist and alternate candidates to DC/Dean
a. Department Chair/Dean’s Office conducts reference/education verification checks.
b. Foreign nationals – if you have not done so already, alert the Dean’s Office and HR Manager of Compliance & Ethics (Lori Sykes) if any final candidates are foreign nationals.
	

	
	DO/Dean’s delegate
	16. Dean to begin dialogue (not offer) with top candidate to determine needs/requirements (lab space, start-up funds, salary range, etc.).
a. Dean reviews HR provided benchmark data, based upon the skills and applicable job experience of the candidate. Refer to HR Compensation for detailed information as needed
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	DO
	17. Prepare Pre-Offer Approval now found on the Faculty Recruitment website in the SEARCH COMMITTEE MATERIALS section. Include budget justification if offer exceeds approved budget and prints for approvals. (Note: Provost Office will accept pre-offer with only one candidate.)
a. Submit hard copy pre-offer form/packet to Provost’s office for approval.
b. If multiple hires are being conducted from one posting, send list of final candidates to staffrec@rit.edu whose profiles need to be moved and the BR# they are to be moved to.
*Temporary backfill) do not need to have a pre-offer submitted to the Provost office for approval. All other faculty positions, regardless of rank, will need a pre-offer.  
	

	
	DO
	18.Upon Provost’s approval extend written offer to top candidate. (Note: Foreign National offer letter template is different than standard contract/offer letter. Lori Sykes provides the information to include on the Workday Offer letter template )
a. Update HR Status to “Offer”
b. Disposition/Update HR Status of remaining candidates not moving forward to “Application no longer being considered” in Workday. 
Those candidates who were interviewed but not selected via phone and/or system generated email will receive a system generated decline email .
	

	
	DO
	19. Upon receipt of signed offer letter and degree documents, update HR status to “Ready For Hire"
	

	
	DO/DC
	20. Processes the new hire online through Workday.
	

	
	SCC
	21. Disposition/Update HR Status all remaining candidates in Workday.
a. Upload the completed SCRF as an attachment to requisition in Workday, along with all interview notes. 
	



Assigned Role Reference: 
CL	College Liaison
DC	Department Chair 
DO	Dean’s Office
HR	Human Resources
OFR 	Office of Faculty Recruitment 
SC	Search Committee
SCC	Search Committee Chair 
SC Assistant (new role in Workday_

Additional Assistance:
•For assistance at any time throughout the process, contact your College Liaison.
•For assistance regarding candidate sourcing, contact the Office of Faculty Recruitment facultyr@rit.edu
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