UNIVERSITY OF HOUSTON

CHECKLIST FOR FACULTY FOLDERS

TENURE TRACK / CLINICAL (NEW HIRE) / INSTRUCTIONAL (NEW HIRE)
Step I – Preliminary Processing 

________

Approved Request to Recruit form with position announcement attached

________
Request to make an Offer form with appropriate signatures

________
Dean’s proposed offer letter with signature line included

________
Letter signed by VP for Research documenting start-up support, if applicable

________
Candidate’s CV

________
Candidate’s original transcripts with terminal degrees posted (SACS Compliance)

________
Justification Letter signed by the Department Chair and/or the Dean is required if hiring a faculty member who does not have the terminal degree in the teaching discipline

________
Foreign Credentials must be accompanied by a certified English Translation and a Credentials Evaluation by a credible credentials evaluation service 

________
Three (3) recommendation letters

Step II – PeopleSoft Processing 

________
Dean’s formal offer letter with candidate’s signature indicating acceptance

________
Tenure Track, Clinical, and Instructional Faculty English Proficiency & Policies Acceptance Form completed by faculty member and dean 
________
Personal Data Sheet
________
Provide information concerning candidate’s Employment Authorization if non-US citizen for 

I-9 compliance (to be verified by HR)

________
PAR/PRF 

Please route all Tenure Track, Clinical (New Hire), and Instructional (New Hire) to: 

Room 208 E. Cullen / Mail Code 2037

Office of the Executive Associate Vice President for Academic & Faculty Affairs.

REAPPOINTMENT OF CLINICAL AND INSTRUCTIONAL POSITIONS

Please refer to the non-tenure track reappointment process found on the Provost’s webpage:

Checklist for Faculty Folders - Non-Tenure Track. 

Please route all Clinical and Instructional Reappointments to: 

Room 206 E. Cullen / Mail Code 2029

Office of the Assistant Vice President for Faculty Affairs.

