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College of Science Process for Faculty Recruitment and Hiring

I.
Tenured and Tenure-Track Faculty 

A.  Dean’s Authorization to Search

· At the beginning of each recruiting season, each department head will submit their plan for faculty recruiting by memo or e-mail to the Dean for review and approval, to include the following information for each position to be filled:
1. Anticipated salary

2. Anticipated start-up requirements

3. Anticipated space requirements

4. Department’s plan for meeting the requirements in items 1-3 above.  

5. Search committee membership

6. Draft copy of ad and plan for placement.  After approval, Dean’s Office will 1) post ad at higheredjobs.com and workplacediversity.com and 2) submit to the Dean of Faculties for posting with the Texas Workforce Commission.
7. Methods to be used to seek out and encourage qualified applicants that would increase the diversity of your department

· The Dean’s Office will notify the Dean of Faculties each time a search is authorized.

· The Dean of Faculties will assign a tracking code to each anticipated position.   Departments will be asked to use this code to identify all hiring paperwork submitted for processing. 

B.  Dean’s Authorization to Invite to Campus

When the department has identified a short list of applicants to invite to campus, the department head will submit the list to the Dean for review and approval via memo, e-mail or the online College of Science faculty hiring database.  Evidence of rating applicants during the screening process to select top candidates should be provided, as well as results of item 7 above regarding diverse applicants.  If none of the individuals on the short list will add to the diversity of the department, please explain why the top minority/female candidates were not included on the short list.

C.  Dean’s Authorization to Hire

When making the initial offer, the following will be submitted to the Dean for review and approval:

1. Explanatory cover memo (optional)

2. Offer letter1
3. TAMU Approval to Hire a Faculty Member form: http://dof.tamu.edu/admin/hiring/approvaltohire.php
4. College of Science Authorization to Hire a Faculty Member form: http://www.science.tamu.edu/files/doc/FacultyAuthorizationHireForm.doc  
5. Curriculum vitae

6. For tenure on arrival:   

a. Letters of reference (3 minimum) and qualifications of referees

b. Memorandum from department head (and departmental P&T committee if appropriate), to include vote(s) on tenure

D.  Applicant Tracking Reporting Log http://dof.tamu.edu/admin/hiring/
By May 31 of each year, the department will prepare the Applicant Tracking Log for each search and e-mail to the Dean’s Office and the Dean of Faculties Office.  This log may be prepared by downloading from the college or department online faculty hiring database, or using the Excel spreadsheet on the Dean of Faculties web site.  

II.
Non-Tenure Track Faculty

A.  Dean’s Authorization to Search: 

· By June 30 each year, each department head will submit a single notification document to the Dean for review and approval of the total number of non-tenure track faculty (Lecturer positions and Visiting positions) they anticipate hiring for the following fiscal year.  
· The Dean’s Office will provide copies of each department’s authorization to the Dean of Faculties.

· The Dean of Faculties will assign the requisite number of tracking codes to each department for their positions.  Departments will be asked to use these codes to identify all hiring paperwork submitted for processing.
· By June 30 each year, the department will include an ad for faculty positions on their web page to satisfy the requirement for openly soliciting applications for non-tenure track positions.
B.  Dean’s Authorization to Invite to Campus:  Does not apply to non-tenure track faculty

C.  Dean’s Authorization to Hire:  

When making the initial offer, the following will be submitted to the Dean for review and approval:

1. Explanatory cover memorandum to the Dean to include funding source (required)


2.    Offer letter1

3.    Curriculum vitae

D.  Applicant Tracking Reporting Log http://dof.tamu.edu/admin/hiring/
By May 31 of each year, each will department will prepare a single Applicant Tracking Reporting Log for all non-tenure track faculty hires and e-mail to the Dean’s Office and Dean of Faculties Office.   
Footnote:  

1The following statements must be included in offer letters: 

This offer is pending per approval by university administration.

“Employment is contingent on your ability to provide employment eligibility documentation required by federal employment and/or immigration laws.  In addition, to help expedite the administrative approval, we request that you visit the following website (http://dof.tamu.edu/forms) and submit the Official Transcript Authorization/Degree Verification For New Faculty, Self Identification, Felony Conviction and DPS Computerized Criminal History (CCH) Verification forms to the Dean of Faculties Office as soon as possible (fax: 979-845-1822).  This offer will not be approved until the degree verification and criminal background forms are signed and received by the Dean of Faculties, and the approval is contingent upon the successful completion of the degree-verification and background-check processes.”

Offer of tenure on arrival is pending per approval by the Board of Regents. [included in offers with tenure on arrival only]


