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3. Thedepartmenthair/schooldirectorinitiatesthe selectionof a searchcommitteeand search
committeechairpersonassuringdiverserepresentationlhe Office of Civil Rights and Title 1X
(OCR9)must approve the search conie® composition

4. The department/schoand the searchcommitteedeterminegositiondetails:

Agree upon a position description, job qualificationgedentialing requirements
and minimum qualifying criteriafor the position. These need to be reviewed and approved by the
chair/director and the dean.

In describing these job qualifications and position requirements, the best practice is to be as inclusive
as possible. For example
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B. Usetoday’'sdateasthe recruitingstartdateand target hire date.
C. ForregularassignmentsselectRegularasthe worker subtype.

D. For visiting assignmentsselectRegularEnd Date asthe worker subtype and enteran
enddate.

Whenthe JobRequisitionis approvedcompletethe Job RequisitionQuestionnairghatis in

your Workday inboxMake sureto identify theRecruitingPartner(s)SearchCommittee
membersanddenoteif externaladvertisingis needed.

Oncecomplete,hit submitandthe Job Requisitionwill routefor all necessarwpprovals.

RecruitmentServiceswill work witlsubmit
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3. All applicants must provide nanaa&d contact information for three references. Applicants will
be notified prior to contacting references.

4. Searchcommitteemembers should disclose apgrsonal or professionedlationshig they
have with candidates.

IV. Interview and SelectionProcess

1. Prior to conductingasearchthechair of the search committsbhouldcontactthe Provost's
Office to schedule training to familiarize committee memlvath aspects of best practices
in hiring. Additional materialsabout interviewing mabe reviewed prior to candidates being
interviewed remotely and/or on campus.

2. Searclcommitteechairpersomndsearclcommittee



10.

11.

12.
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numericallyor otherwisemustbeavoided First,the practicecanmakethehiring decisionmore
difficult whenanindividualwhoreceivesalowerrankingis selectedy thehiring authoritywhich
mayunnecessarilgausdensionbetweerthe Chair/Directorandthefaculty.

Secondthe practice makes the institution vulnerablé&tesuitswhenalowerrankedpersoris
selectedandrankinginformationis laterdisclosedo eitherthenewhire or the otherapplicantsn
thepoolwhowererankedhigher.

Thechair/director meets with the dean and discusses the committee report. The dean, as the
hiring authority,selectsacandidateconsideringhe committeereport andmaychoosdrom any
of thequalified candidates.

If notalreadycompletedsignify theselectedtandidatéy updatingtheir statusto “Recommend
for Hire”.

Once notified by the chair or designee, the recruiting partner will submit the Hiring Review
Requesin Workdayby accessinghe candidateyrid onthejob requisitionandselecting'Request
Hiring Review” from the Move ForwardOptionsonthe specificcandidate.

To submitthe requestthe recruiting parthermust enterthe proposedsalaryfor the selected
candidaten the salarysection.Whenbothcomponentsreapprovedthe recruitingoartnerwill
receive a “To Do” in their Workday Inbox giving the approval to make a verc24
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D. The dean sends all the above materials and a draft offer letter to the Vice Provost,
AcademicAffairs, for approval Modellettersfor positionsareavailableonthe
SharePoindrive createdor faculty searcheandhiring.

E. Onceapproveddy theVice Provostthedeansends amffer letteranda FacultyTenure
Timelineform to the selected candidate, with a copy to the department chair/school
director.

15. When the selected candidate returns the letter signifying his/her acceptance of the position, the
original signed letter and éhFaculty Tenure Timelinefm are forwarded to the Viderovost
to beaddedo thefaculty member’scredentiafile retainedn the Office of the Provost.

16. Email the RecruitmenServiceffice at empl@fau.eduo signify that the selected
candidates “Readyfor Hire”. Make sureto includethe job requisitionnumber,the
candidate’sname,andthe rank at which they arebeinghired. The Recruitmen§ervices Office
will theninitiate theappropriataVorkdayProcess.

Onceinitiated, the
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	 Colleges are asked to communicate with FAU’s Office of Comparative Medicine early in the search process if there is an expectation that the new position will utilize animal models for research.

