







Effective May 5, 2006
School of Medicine Policy and Procedure for
PAID FACULTY RECRUITMENT and APPOINTMENT
Philosophy Statement 

The Medical Center’s commitment to diversity and ensuring equal opportunity is a critical component of our mission to provide quality education, research and service. KUMC supports an environment of competitive recruitment. Departments needing to fill vacant faculty positions will in most cases conduct a competitive recruitment in order to fill the position.

If there are legitimate, business-related reasons for waiving the recruitment and appointment procedure, hiring departments must comply with the Medical Center’s direct appointment process. This process requires approval by the Executive Dean or designee in consultation with the Directors of the Human Resources Department and Equal Opportunity Office (EOO). Extreme prudence should be exercised in requesting and making direct appointments, especially in job groups that are underutilized by one or more affected groups. Open, competitive recruitments demonstrate the University’s commitment to make equal employment opportunity a reality. 

All recruitment and selection activities undertaken by the Medical Center must comply with federal and state laws and regulations as well as Medical Center policies and procedures governing equal opportunity, nondiscrimination, affirmative action and recruitment/selection. In addition, all hiring decisions must be based upon valid, reliable and nondiscriminatory criteria which are consistently applied. 

Procedure
1. Request to Recruit 

All Faculty must be appointed in a School of Medicine Department regardless of their affiliation with a KUMC Center.  For KUMC Center recruitments, it is essential that a primary department be identified for appointment.  In cases where multiple departments are involved in the recruitment, resources should be approved by the chair of each department and commitments delineated on the “New Faculty Recruitment and Space Worksheet”.   If appropriate process is not followed, offers of employment will not be honored.

· Prepare SOM Financial Worksheet ensuring that funding supports the position.

· Communicate by formal letter to the Executive Dean, with a carbon copy to the Sr. Associate Dean for Finance, proposed plans for the faculty position including start-up package and office and laboratory space.

· Please allow two weeks for this process to be completed.

When approval has been obtained for recruitment, the Office of Equal Opportunity will send information regarding underutilization of women and minorities and proactive outreach strategies for recruiting a diverse and competitive applicant pool.
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2.   Position Description 
· Identify required and preferred qualifications for the position and write a position description (PD). Contact the Human Resources Generalist for the School of 

Medicine, for assistance, review and posting.  (http://www2.kumc.edu/hr/employ/employment.html)

· Provide an electronic copy of the final PD to Human Resources for storage in their files. 

· Contact Human Resources Generalist to post the position online.  Internal postings run for three calendar days.  Internal/external postings run for a minimum of seven calendar days; longer if the department so chooses.  The HR Generalist can assist the department with specific screening mechanisms if desired.
3. Recruitment and Selection
· Develop a recruitment plan to include source(s) for advertising and sourcing the most diverse candidate pool; 

· Department chairs are encouraged to use a search committee whenever possible in the recruitment process: the department Promotion and Tenure Committee should be consulted in all recruitments at the Associate Professor level or higher, regardless of track. 

· Human Resources can assist with other means of recruitment, i.e., phone contacts, direct mail, use of recruitment firms.

· Contact Director of Human Resources for relocation services 

      (http://www2.kumc.edu/hr/admin/relocasst.html)

· Review the composition of the applicant pool to determine if additional recruiting efforts are needed. Consult with the EOO Director or EO/Compliance Specialist for pool aggregate demographic data.

· The selection process exposes the University to liability. Ensure that everyone involved in the process has received training on conducting a legally defensible search. Such training is available through the EOO or Human Resources Department.

· Ensure all components of the application and interview process are accessible to persons with disabilities. Coordinate reasonable accommodations with the EO/Disability Specialist in the EOO.

· Develop nondiscriminatory, job-related selection criteria which are consistently applied.

· Screen vitae based on advertised minimum and preferred qualifications. Use of rating guides is recommended for this screening.

· Justify each rejection and hire decision with appropriate documentation (e.g., rating guides, interview questions/notes, search committee evaluations, etc.) 

· Avoid prohibited pre-employment inquiries and personal biases that could inadvertently screen out well-qualified applicants.

· Identify the best qualified candidate.

For information regarding EO/AA policies, principles and recommended practices, see the EOO website: http://www.kumc.edu/eoo
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4. References 

· Three reference letters shall be obtained by the department prior to an offer of employment (Five if the rank offered is Professor).   In the case of internal hiring, i.e. KUMC residents and fellow, letters from attendings will suffice.
· Human Resources can assist with required reference checks. 

· Background checks are requested by the department and conducted by Human Resources.  Contact SOM HR Generalist for assistance. (http://www2.kumc.edu/hr/employ/employment.html)

5. Offer of Employment 
· Confirm the appropriate faculty rank with the SOM Office of the Associate Dean for Professional Development and Faculty Affairs.   Appointments at the Associate Professor level or higher must be reviewed by the department Promotion and Tenure Committee and their written recommendation forwarded 

to the departmental chair.  This letter and the Chair's letter are required for School of Medicine P&T review.
· Submit the offer letter (2 originals), Financial Worksheet (revised) and CV to Human Resources and Finance Administrator for review and approval by the Office of Professional Development and Faculty Affairs and the Office of Finance.  The offer letter should include signature lines for the Department Chair, Executive Dean, and Candidate, to be signed in that order.  Offer letters must be submitted by 2 pm Tuesday to be reviewed by the end of the week.  Offer letters received AFTER the Tuesday deadline will be reviewed the following week.

· If hiring a faculty member on the Clinical Scholar Track, the official contract, approved by Legal Counsel, must be included.

· When hiring an individual who is not a citizen or a lawful permanent resident of the U.S., reference to the individual’s VISA status needs to be made in the offer letter, including a statement that employment is contingent upon the individual obtaining permission to work in the U.S. from immigration authorities.  In such cases, faculty are normally hired on an H1B visa (contact the Office of International Programs for complete and current information concerning visas http://www.kumc.edu/international/).  Faculty may request institutional sponsorship of a petition for permanent residency (see institutional policy on sponsorship for permanent residency)
· Once the Executive Dean has approved and signed the offer letter, the Department Chair shall finalize the offer of employment and send both copies of the offer letter to the candidate, requesting one to be returned to the Department. 

· As the New Faculty Appointment form (blue paper) is prepared by the department, it’s key to remember that the faculty information in the offer letter and the New Faculty Appointment form must be identical. 
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6. Acceptance of Employment - Department 
· Complete the New Hire form located on the HR website and submit to Human Resources. 

· Human Resources will send out employment and benefits information to the new faculty member and arrange for its completion. 

· For clinical departments, please contact the Chief of Staff’s office for a credentialing packet

NOTE:   All individuals who are not citizens or lawful permanent residents of the U.S. are required to check in with the Office of International Programs immediately upon arriving at the University of Kansas Medical Center, before commencing any program of work, study, or research.  Please refer to the following website for more information:  http://www.kumc.edu/international/immigration/checkin.html
7.  Faculty Appointment Paperwork Flow

     Department 

     Send the following documents to SOM Finance Administrator:

· New Faculty Appointment form (blue form) signed by Department Chair 

· HRIS Form

· Copy of offer letter with all signatures

· A completed Financial Worksheet / budget Adjustment  form

· A current CV for the new faculty member

· If the appointment is in the Clinical Scholar Track (term or rolling) – An original Clinical Scholar Contract with Appendix A must also be sent.

· In addition to the above documents, reference letters must be provided for appointments at the Associate Professor or Professor level.  These letters are required for the review by the School of Medicine Promotion and Tenure Committee (a minimum of 3 letters for Associate Professor; a minimum of 5 letters for Professor).

      Executive Dean’s Office

· The Dean’s Office prepares the official appointment letter for all appointments that do not involve the Clinical Scholar Contract. The above paperwork will be reviewed and signatures obtained in the Executive Dean’s Office. 

· The Executive Dean’s Office then forwards the following reviewed and signed documents to the Office of Faculty Affairs (5002 Wescoe) for processing and entry into the Faculty Database. 
· HRIS Form

· Copy of offer letter with all signatures

· A current CV for the new faculty member

· If the appointment is in the Clinical Scholar Track (term or rolling) – An original Clinical Scholar Contract with Appendix A must also be sent.

· Official appointment letter prepared for signature by the Dean and the Vice Chancellor for Academic Affairs
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Office of Academic Affairs 

The Office of Academic Affairs enters faculty appointment information from the blue form (title, department, FTE, tenure status, etc) into PeopleSoft, and then sends the appropriate paperwork to:

· Human Resources – HRIS form with Vice Chancellor’s signature and Budget Adjustment Form

· Department and School – copy of blue form with Vice Chancellor’s signature

· Medical Staff Office (for credentialing) – copy of blue form with Vice Chancellor’s signature

· Legal Counsel – Clinical Scholar’s Contract for approval as to form

· New Faculty Member – Appointment Letter or Clinical Scholar’s Contract with Vice Chancellor’s signature

· Payroll – Matches HRIS from with Employee Personnel Information Form (PID) completed by new faculty hire; assigns employee ID number and enters demographic data from PID into PeopleSoft

The original appointment letter is mailed from the Office of Academic Affairs to the new faculty hire for signature. When it is returned, a copy of the signed appointment letter is sent to the Executive Dean’s Office and the Department.  In the case of a Clinical Scholar appointment, a copy of the contract with all administrative signatures is sent to the new hire and copies are also sent to the Executive Dean’s Office and the Department.  Original documents remain in the Office of Academic Affairs.
8. Close the search.

· Dispense every applicant using the online employment system.


· Maintain documentation regarding selection/rejection decisions (e.g., rating guides, interview questions/notes, search committee evaluations, etc.) for 3 years from date of hire. This documentation will be used to explain the rejection/selection decisions for every applicant should there be a challenge to the hiring decision.

See Human Resources Website http://www.kumc.edu/eoo/aff.html
New Faculty Recruitment  and Space Worksheet 

Effective 05/05/06

This worksheet is for your Department and Executive Dean’s Office use only.  It will not be sent with an offer letter to the faculty member.  It is merely a way to help all of us (Department and Executive Dean’s Office) track our financial commitments and space needs in regards to faculty recruitment.





(Check one)

	
	Original Request to Recruit     
	
	Revised Worksheet with Offer Letter

	
	Position Title:
	
	Name of Candidate:


Today’s Date:     _________________________________
□  New Position   
    □ Existing Position           □   Replacing:_____________________

Faculty Department:   __________________________________________________________

□ Research
     □Clinical        Specialty:_____________________  
□ Administrative
Planned Start Date for the New Faculty Member:   __________________________________

Compensation:

Give a breakdown here of the “variety of funding sources” that make up the compensation amount. 

(For example, a salary of $200,000 is broken down as: $60,000 plus fringe funded by State funds, $140,000 plus fringe funded by Foundation sources.  Please be specific in regards to “State” funds as to what position number the funds are coming from.)
Start up Funds (if any):

Indicate here the amount of start-up funds, the time period that they will be distributed over and a breakdown of the funding source(s).  (For example, the faculty member will be provided $250,000 in start-up funds to be distributed over a 3 year period, $100,000 the first year, $75,000 the second year and $75,000 the third year.  Funds are provided from the Dean’s Office for the first year and the Department the second two.)

Moving Expenses (if any):

Indicate here the amount that will be reimbursed for moving expenses and the funding source(s).

(For example, up to $6,000 will be provided for moving expenses from department funds.)

Other Financial Commitments:

List here a breakdown of any other financial commitments to the faculty member and be specific about the funding source behind the commitment.

Laboratory and Office Space:

The proposed recruitment will require laboratory and/or additional space/facilities not currently available to the department.  If yes, attach letter to the Chair, School of Medicine Space Committee, detailing space facilities need.
□ Yes


□  No

Department Chair 
    
Center Director 


Department Chair (in joint recruitment)





(if initiating or involved in recruitment)

Senior Associate Dean for Finance, SOM
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