UNIVERSITY OF HOUSTON

TENURE TRACK, CLINICAL AND INSTRUCTIONAL FACULTY
HIRING PROCEDURE
TO INITIATE A SEARCH

1) Complete the Request to Recruit form found on the Provost’s webpage.
Assemble a diverse search committee.  This may require choosing faculty from outside the department.

Prepare a position announcement (advertisement).  The announcement must use the wording “The University of Houston is an equal opportunity/affirmative action employer.  Minorities, women, veterans and persons with disabilities are encouraged to apply.”

2) Submit the Request to Recruit, signed by the department chair and the dean, with attached announcement for the position, to the Office of the Executive Associate Vice President for Academic and Faculty Affairs.
3) When the Request to Recruit has been approved by the Provost, the position may be announced and the search may begin.  Prior to scheduling the first meeting of the search committee, the Office of Affirmative Action should be contacted so that someone from that office can attend the meeting.
4) The search should be conducted with particular attention to underutilization of women and minorities in the department.

5) The chair of the departmental faculty search committee is responsible for acknowledging the receipt of applications and for sending out University of Houston Self Identification forms (provided by the Office of Affirmative Action).
6) It is important to note that a faculty member may not be appointed to a tenured or tenure track position without a national search.  Therefore, if a decision is made to move a faculty member from a non-tenure track position to a tenure track position, a search must be done before the appointment will be approved.  In the event that the non-tenure track faculty member was originally hired as the result of national search, another search will not be required.

NOTE

Recruiting may not begin and a position may not be announced until the Request to Recruit has been approved by the Provost.

TO MAKE AN OFFER AND COMPLETION OF A FACULTY HIRING FOLDER
No offer letter may be sent until the Request to Make an Offer form has been approved by the Provost.

1) Complete the Request to Make an Offer form found on the Provost’s webpage.  For all additional required documentation please refer to the Checklist for Faculty Folders – Tenure Track also found on the Provost’s webpage.

2) Seek approval of the startup package from the Vice President for Research.  The startup package is a separate negotiation between the department and the Vice President for Research.  If the request for startup is not approved by the Vice President for Research the dean or the chair may assume responsibility for the startup offer.

3) Submit the Faculty Hiring Folder (Request to Make an Offer along with all the other required documentation) to the Office of the Executive Associate Vice President.

4) When the Provost has approved the Request to Make an Offer, the form is returned to the Dean’s office.  When the approved request has been received, the approved offer letter may be sent to the candidate along with the Faculty English Language Proficiency & Policies Acceptance Form and the appropriate policies.

5) If the offer is declined, submit a Notification of Refusal of Offer form to the Office of the Executive Associate Vice President.

6) If the offer is accepted, submit the dean’s offer letter signed by the candidate, the completed Acceptance Form, and any other requested documentation to the Office of the Executive Associate Vice President.

7) Once all required documentation is submitted and approved, the Acceptance Form will be approved by the Executive Associate Vice President.  The hiring process is not complete until the Acceptance Form is signed by the Executive Associate Vice President.

NOTES

1)  The candidate may not begin employment at the University of Houston until a transcript has been received showing all degrees earned to date.

2)  Should the department or college wish to employ a faculty member without the terminal degree in the teaching discipline, the hiring department must provide compelling reasons for hiring such a person.  The justification must be signed by the department chair and the dean and must accompany the Faculty Hiring Folder.  Final permission to make an offer is given only after rigorous review of the search process and scrutiny of the credentials of the candidate by the Provost.
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