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CoSE Faculty Hiring Supplement 
Purpose:  This document is meant to support departments in their hiring processes and to clarify and supplement the information provided by Academic Affairs and HR. Recognizing that each department within the college has varying levels of experience with hiring and that some departments have developed effective best practices, this document clarifies when and how to involve the Dean’s Office and when approvals from the Dean are required before moving forward. These steps help ensure an equitable process that provides CoSE with the best possible new faculty.  Information sharing will lead to more successful searches and opportunities to share best practices across the college. This document will reference both the Faculty Hiring Flowchart (available here) and the OAR Personnel Process (available on both the HR and Academic Affairs Websites). Note that this document supplements HR hiring processes and details each step, guided by the relevant HR documents and HR Guidelines.  They are not meant to replace HR processes nor are they meant to replace and any departmental process unless they are in conflict with this supplement.
Dean and Provost Approval for a Faculty Hire: Pre-Faculty Hiring Flowchart 
1. Department Chairs should communicate faculty hiring requests to the Dean, who will then consult with the Provost to establish approval to hire. 
a. Discuss faculty needs with the Dean and, if requested, draft the OAR Faculty Personnel Request (do not submit) as a basis for this discussion. A preview of the DocuSign OAR criteria questions is available here under the OAR Personnel Process tab.
b. Dean will then seek the Provost's approval of the submission.
c. If approved for OAR submission, then continue to Step 2 of the process.
2. Consult with the Unit Business Officer and Dean to determine the funding source, rank, and salary range for the position.
3. Determine the appropriate PCN for the OAR Request.
a. If the position will fill an existing position that is or will soon be vacated due to retirement or leaving the University, use that PCN on the OAR form. Note: Your Department Admin should have completed the Separation Documentation DocuSign Power form for the person who previously held the position. 
b. If this is a position not tied to an existing PCN, then indicate it is “New". 
4. Review Draft OAR Request with the Dean for final approval.
5. Chair then enters the information in the Academic Affairs OAR Template, which will then be reviewed by the Deans’ Council.  Once the Dean informs you that the OAR Request has been approved, proceed to the steps in the HR Faculty Hiring Flowchart.
Supplements to the HR Faculty Hiring Flowchart (note step numbers correspond to the HR flowchart)
1. Once the position is fully approved through the OAR process and the approval confirmation email from Academic Affairs is received, hiring follows the HR Flowchart. For this first step, the hiring department chair will: 
a. Complete and submit the appropriate Request to Hire form (likely the Hiring Pre-Authorization Form, the Emergency Hire Request, or the Search Waiver Request) for approval. 
b. Form a search committee:  The CoSE Dean’s Office requires that at least one person on the search committee be from a different department than the hiring department. Search committees should reflect the department's diversity.  Non-tenured faculty members can be included on the committee after consultation with the Dean by the department chair; for example, departments may want to include lecturers on the search committee with expertise in teaching to better evaluate candidate’s instructional potential. Similarly, pre-tenured faculty may be included, subject to the Dean’s approval. A Faculty member who has already submitted their intentions to retire (including phased retirement) cannot be a member of the search committee. 
2. The chair and search committee will work with Human Resources to draft a job description and advertisement for the position.  The Dean will review this draft before it is uploaded to the Talent Management System (TMS).  Once approved, it will be uploaded through a “Job Posting Request.” A PCN is required to complete this step. Complete the New Position Request form if you do not have a PCN. 
3. Confirm with HR that the posting is live and correct.  The Department Chair confirms that search committee members have met with HR to receive appropriate training. Be sure to advertise the position broadly and ask faculty to share the announcement with their networks. The Dean’s office will financially support broad advertising of the position.
4. Create an evaluation matrix and submit it to HR for approval.
5. After the closing or priority date for the position has passed, the committee should evaluate all applicants submitted by the priority deadline.
6. The Committee Chair submits the matrix to the Department Chair, and then to HR and the Dean, for independent approvals of candidates to conduct the first round of interviews.
7. Conduct First round (Zoom) Interviews and keep notes on the strengths/weaknesses of each candidate. Ask candidates for permission to contact their references. At this point, committees are advised to discuss the results of the first round of interviews with their department chair according to departmental procedures.
8. Submit a memo of strengths/weaknesses of the first-round candidates and a list of recommended finalists to the Dean and the ranked list with matrix scores and justification to HR for approval to move on to on-campus interviews. Dean and HR will independently approve the list. Conduct a reference check for the list of finalists.
9. Conduct on-campus interviews:
a. Committee to work with the department’s Administrative Assistant to coordinate travel and schedule arrangements. For assistance, please contact the Dean’s office.
b. Include a 30-minute meeting with a representative of the Dean’s Office arranged by the Dean’s Management Assistant.
c. Include a 30-minute meeting with a representative from the Office of Research.
d. Advertise any seminars to the entire college faculty.
e. Keep notes on each candidate's strengths and weaknesses.
f. Share the Startup Spreadsheet with the Finalists before they arrive on campus.
10. The department chair then presents the department’s ranked list, including strengths and weaknesses, to the dean for discussion and approval. Departments may have varying processes for this step, including gathering input from faculty and students. Committees are encouraged to work closely with their department chair before finalizing their ranked list. 
11. Once the Dean approves the top candidate, the department chair works with the Dean and UBO to determine the salary offering; salaries outside of the approved range require UBO, HR, and Provost approval. Complete the Search Summary Form via DocuSign for HR approval of the new hire.
12. After salary approval, the department chair extends a verbal offer to the top candidate.
a. Negotiations with the candidate will determine the contents of the formal offer letter, including salary, start date, and years credited toward tenure (if applicable). 
b. When discussing the startup package, do NOT mention a dollar amount. The candidate must determine what they need to develop a successful research program. If the college has equipment that the candidate can use, that is far preferable to buying new equipment. When discussing the startup package, use the Startup Spreadsheet as a guide and record-keeping tool.
c. The department chair should work directly with the Dean to negotiate the startup package as the dean will need the Startup Spreadsheet to negotiate a split with the Office for Research. 
d. Email the completed Startup Spreadsheet to the CoSE UBO. Ensure that funding/cost splits shared with other units (such as the Office for Research) are clearly indicated in the spreadsheet and in the supplemental portion of the offer letter. 
e. The internal Startup Form will be routed for approval by the department chair, Dean, and VP for Research. This form must be approved before the startup package is included in the offer letter. 
f. If the verbal offer is accepted, the Dean’s Office prepares the tenure-track faculty offer letter (no supplementary letter). The Department admin writes the offer letter for non-tenure-track faculty. Department chairs will provide information to and work with the Dean’s Management Assistant to prepare the letter.  Note that Academic Affairs has a template that serves as the basis for the offer letter.
i. The chair may provide the information to be included in the offer letter in two ways:
1. Set an appointment with the Management Assistant. (Due to the time-sensitive nature of offer letters, the assistant will be as accommodating as possible.)
2. Share files with the Dean, Department Chair, UBO, and Sr. Accountant. 
ii. Once written, the completed letter will be sent to the Department Chair for review.
iii. The Dean’s Office will route the offer letter to Academic Affairs, Human Resources, UBO, and the Dean for approval. Once approved, the Dean’s Office will add the Dean’s signature and return the letter in PDF  to the Department Chair, who will then sign and send the offer to the candidate. 
g. Offer is sent to the candidate by the Department Chair.
h. The candidate accepts the offer by signing the offer letter and returning it to the department chair and the Dean.
13. The Dean’s Management Assistant will complete the PR for tenure-track faculty. The department Administrative Assistant will complete the PR for non-tenure-track faculty. The department's Administrative Assistant receives the complete hiring package, which includes the offer letter, a startup spreadsheet, transcripts (optional), CV, etc.  The PR is routed to the Department Chair, Dean, CoSE UBO, Academic Affairs, and HR for signature approval. This is all done through DocuSign. Before starting the position, the department's Administrative Assistant should also collect evidence of a terminal degree, if it was not already included in the official transcripts collected earlier (important note: ISU does not collect these; it is left up to departments).  
a. When routing the PR for the Dean’s signature, use the Dean’s Assistant’s email rather than the Dean’s email. 
14. If a candidate declines the verbal offer, inform the Dean’s Office that the next-ranked candidate will be contacted. Inform HR before moving on to the next candidate and return to Step 11.
15. HR Closes search 
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