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Step 1: Search Approval
For a current list of approved searches, contact the CON Human Resources Coordinator:   

The hiring department/authority initiates a request to the Dean detailing their desire to initiate the recruitment process.  Approval to search consists of a “memo” from the requesting individual to the Dean, detailing the following:
· Approved Rank

· Maximum Salary
· Allocation of supplemental dollars to department expense account in support of search
· Notification of mandatory Search Orientation Meeting
· Identification of underrepresented groups within the College of Nursing at the rank being searched
Upon review by the Dean, the Business Office completes a Funding Plan and Personnel Action Request Form for approval from the USF Health VP.
Upon approval of the VP, the Business Office forwards the process.

Step 2: Search Committee
 
APPOINTING THE SEARCH COMMITTEE CHAIR
· For ranked tenure-earning positions the Dean recommends a Chair for approval to the APT Committee Chair
· The Search Committee Chair must be tenured at or above the rank of the position for which the search is being conducted
· Upon approval of the Search Chair, the committee members are recruited
· For research faculty positions, the hiring authority, in conjunction with the APT Committee Chair and Dean’s Office, will identify a Search Committee Chair
 
APPOINTING THE SEARCH COMMITTEE
· The APT Chair and the Search Committee Chair appoint the Search Committee 
· Make it diverse in race and gender
· Go outside the department if necessary
· It is mandatory that at least three Committee members be at a rank higher than what is being searched for, in the case of Assistant or Associate Professors, or equivalent, for Professors. For example, if the vacancy is an Assistant Professor, the committee must have 3 Associate professors or higher on the committee.
· Tenure earning positions should have at least one student representative on the search committee
· Seek counsel of CON Human Resources Coordinator, if necessary
· The final search committee must be approved by the College DEO liaison
Upon selection of the committee members, the first meeting is called.  The Dean provides the Charge to the committee, the DEO Officer provides orientation to Federal, State and university guidelines and the committee designs the Position Description, Position Vacancy Announcement and Advertisement Plan. 
 
SEARCH COMMITTEE RESPONSIBILITIES
· Responsible for search from Steps 3 through 8
· Functions as a 'recommendation committee' (final approval is at the discretion of the Dean)
· The duties and responsibilities of the Search Committee include, but are not limited to: 

1.
Ensuring compliance with Board Rules and with the BOR-UFF Collective Bargaining Agreement, as applicable. 

2.
Developing the Position Vacancy Announcement, and recommending it to the Hiring Authority. 

3.
Reviewing the Equity Accountability recruitment goals of the unit and develop strategies designed to facilitate achievement of these goals. 

4.
Developing the Search Plan, and recommending it to the Hiring Authority. 

5.
Implementing the approved Search Plan. 

6.
Designing Screening and Evaluation Instruments. 

7.
Reviewing applications of candidates. 

8.
Developing interview questions. 

9.
Recommending finalists to Hiring Authority for further consideration. 

· For more information on USF policies, procedures, and resources related to recruitment and selection guidelines, see the Diversity & Equal Opportunity Office page at http://usfweb2.usf.edu/eoa/recruit_guide.asp  
 
Step 3: Search Plan
 
Creation of a well-conceived, approved search plan, followed in good faith, should ensure acceptance of the applicant pool.
 
SEARCH PLAN APPROVAL PROCESS
· The Chair of the Search Committee submits the Plan to the CON Human Resources Coordinator for review.   
· The Chair of the Search Committee will be notified by email when the Plan has been approved. 
· The CON Human Resources Coordinator will keep the Plan and begin to build the dossier for the Hiring Report.
· Required elements of the search plan include:
· Funding Plan
· Position Descriptions
· Search Committee Members
· Search Timetable
· Methods used to check references
· Identified Staff Support
· Advertisement Plan
· Copy of intended advertisement
· Position Vacancy Announcement
· Evaluation Tool(s)
· To begin developing the Search Plan, go to Search Plan Memo, under HR Recruitment Files
· For assistance in developing portions of your Search Plan, please contact the Chief Operating Officer and the College HR Office
· Hints:
· Minimum and preferred qualifications must be consistent between the position description, proposed advertisement(s), position vacancy announcement, and the evaluation tool.
· Do the proposed advertisement dates coincide with the timelines established by the search committee? Proposed ad placement locations should be researched to establish ad due dates, run (print) dates, size requirements, and cost prior to submitting the search plan to make sure the proposed site will work with the committee’s proposed timeline.
· Different variations of an ad can be used to meet different vendor restrictions, however all proposed ads need to be approved by USF Health Faculty Affairs prior to posting and should be included as part of the search plan.
 
Step 4:  Advertising Plan
 
Advertising is a joint effort among the Offices of Human Resources, Equal Opportunity Affairs, College of Nursing Deans Office, and the hiring department. All anticipated means of advertising must be detailed in the advertising plan and copies of the intended advertisement must be approved in advance by USF Health Faculty & Media Affairs. 
 
 USF Human Resources via USF Health Office of Faculty Affairs 
Posts Faculty Vacancy Announcement on the USF Faculty Vacancy Listing until application deadline has passed.  Posts any requested advertisements in the Tampa Tribune, St. Petersburg Times, La Gaceta and the Florida Sentinel.
 
Diversity and Equal Opportunity Affairs 
Continuously runs USF ads in the Women in Higher Education, Black Issues in Higher Education, Hispanic Outlook, referring readers to the USF Faculty Vacancy Listing. 
 
College of Nursing Human Resources
Places ad on the USF HR Faculty Positioned web site
 
Dependent on the qualifications of the position, the Search Committee will review the Minority & Women Doctoral Directory for potential applicants. Letters encouraging qualified applicants to apply will be mailed to those who meet the minimum criteria.
 
Hiring Department 
Professional journals, websites, personal contacts, announcements, emails. Where under-representation of minority groups was identified during the search approval process, the hiring department must direct some of its advertising to those audiences to supplement EOA and College of Nursing efforts. 
 
Retain copies of ALL tear sheets of ads, announcements, postings, websites, and lists of names and phone numbers of people contacted as they are used. You will have to certify your applicant pool based on good-faith efforts. 
 
For information on minimum advertising requirements, please see the guidelines set forth by USF Health Faculty Affairs and the College of Nursing.
Step 5: Processing Applications
 
· ALL RECEIVED APPLICATIONS must be date stamped the day the application is received.  The individual designated as administrative support must:
· Establish a file for each applicant
· Acknowledge the application and request completion of the Certification of Employability and Affirmative Action Data Form
· Return any applications received after the published deadline, regardless of date of postmark
· Notify applicants per search guidelines if application packets are incomplete
· Maintain hard copies of all correspondence with any candidate (mail, e-mail) within the applicants file
 
Special Note: In preparation for Step 6: CERTIFYING THE APPLICANT POOL
Submit all Affirmative Action Data Forms to the Human Resources Coordinator for the College of Nursing.  Affirmative Action Data Forms when received do not go to members of the Search Committee nor should they under any circumstances be thrown away. 
 
Step 6: Certifying the Application Pool
  
The applicant pool MUST be certified by the Human Resources Coordinator prior to ‘deliberations’ by the Search Committee.
 
The Search Committee administrative support, in conjunction with the Search Chair, must:
 
· Submit the Affirmative Action Summary Form with Column 1 completed, showing distribution of gender/race of applicants to the EOL Coordinator. 
· Section II (% gender/race representation of the pool) will be completed by the EOL
· Attach copies of all advertisements/job postings as indicated in the search plan
· For your pool to be certified on Good Faith Efforts in advertising, you must attach all materials that document your advertising efforts outlined in the approved Search Plan, as well as any amendments.
 
Step 7: Reviewing the Applicant Pool
 
SEARCH COMMITTEE MEETINGS
All search committee meetings must be advertised to the CON and USF community five business days in advance. Notice of search committee meetings can be posted in the CON building as well. Search committee meetings are subject to the Florida Sunshine Laws. All announcements should be retained in the search file by the administrative support as part of the DEO requirements.
 
 
SCREENING FOR MINIMUM QUALIFICATIONS
The Search Committee will utilize the Post Interview Evaluation Form for Faculty Applicants and process described in the approved Search Plan. Using the Recruitment Worksheet the Chair and/or the Committee members will determine whether applicants do or do not meet the minimum published qualifications.
 
SCREENING FOR PREFERRED OR DESIRED QUALIFICATIONS
· The Search Committee will utilize the evaluation instrument described in the approved Search Plan.  
· Applications not reflecting any preferred qualifications may be removed from consideration.
 
CHECKING REFERENCES
Prior to checking references, the signed certification of employability form must be on file. 
 
IMPORTANT NOTE: Members of the Search Committee cannot make phone calls to individuals not on the applicant's list of references. If the Committee wishes to talk to people not on the list, the Committee Chair solicits permission in writing, easily accomplished via email, which the applicant agrees to such contact. 
 
Search Committees are responsible for ensuring that references for recommended candidates have been adequately researched as stated in the approved search plan.
 
Committee members cannot influence the committee because of their personal knowledge of applicant. 
  
RECOMMENDING FINAL CANDIDATES
FINAL CANDIDATE LIST is submitted to the Dean for approval.
 
If list is not approved, Search Committee can:
· Revisit the current applicant pool
· Re-advertise the position to attract additional applications, including an amended search plan
· Close the current search and start over; all previous application packets should be forwarded to the Dean’s Office
 
 Step 8: Interview Finalists
 
Search Committee Chair notifies the finalists 
INTERVIEWING FINALISTS
Make sure that the required Faculty Certification of Employability form is in file.
 
Step 9: Hire Approval
Chart of original and copied documents: 
	
	EOA
	Fac Aff
	CON Search File
	CON Personnel File

	Hiring Report
	Orig
	Copy
	Copy
	

	Search Plan
	Orig
	
	Copy
	

	   -Pos Descr
	Copy
	Copy
	Copy
	

	   -Funding Plan
	Copy
	Orig
	Copy 
	Copy

	AA Data Summary
	Orig
	
	Copy
	

	AA Data Forms
	
	
	Orig 
(all)
	Copy

	Fac Cert of Employability
	Copy

(finalist) 
	Orig

(finalist)
	Copy

(all)
	Copy



	Fac Recruit Worksheet
	Orig
	
	Copy
	

	ASF
	
	Orig
	
	Copy

	CV
	(finalist)
	(finalist)
	(all)
	(finalist)

	Two official transcripts
	Copy
(finalist)
	Orig – 1
(finalist)
	Orig (all)
(copy of finalist)
	Orig – 1


	Letter of Recommend
	Copy
(finalist)
	Orig
(finalist)
	Orig (all)
(copy of finalist)
	Copy


	Letters - Major Prof (ABD)
	“
	“
	“
	“

	Approval – CON APT
	Copy
	Orig
	Copy
	Copy

	Letter of Offer
	
	Orig
	
	Copy

	
	
	
	
	


Items to be included with the Hiring Report are:
 
1.
Search Plan and all accompanying documentation (to be appended by the CON Human Resources Coordinator) 

2.
Affirmative Action Data Summary Form - the original one submitted to certify the applicant pool and signed by the EOL Coordinator; Columns 2 and 3 should be completed at this time
3.
All Affirmative Action Data forms received from applicants. Affirmative Action Data Forms when received do not go to members of the Search Committee nor should they be thrown them away
4.
Faculty Certification of Employability Form (Original, signed) for each ranked candidate
5.
Faculty Recruitment Worksheet
6.
Completed Appointment Status Form for the selected candidate, along with appropriate paperwork required of all new hires (i.e. Form I-9, Form W-4, Direct Deposit)
7.
Vitae of ranked candidates, women and minority finalists (for USF EOA Talent Bank)
8.
Two official transcripts of ranked candidates
9.
Letters of recommendation: three for candidates at the rank of assistant professor or lower, five at the rank of associate or full professor.
10.
Letters from major professor (for ABD only)
11.
Approval from the College APT Committee for appointments at the Associate or Full Professor rank.
Step 10: Preparing the Letter of Offer 
Congratulations - Your candidate has been approved!
 
The final step in the recruitment process is preparing the letter of offer.  This function is performed by the College of Nursing Coordinator of Human Resources, who will track it through the line of signatures: Dean, USF Health-VP Office, and Candidate.
 
When the original letter of offer is returned to the College of Nursing Coordinator of Human Resources, the Coordinator will contact the Search Chair and the Dean.  The original of the signed letter and the Faculty Certification of Employability Form are sent to USF Health Faculty Affairs Office, who is responsible for processing faculty appointments - they will be attached to the appointment paper.[image: image1.png]
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