SEARCH PROCESS FOR ON-CAMPUS FACULTY INTERVIEWS

1. Department Chair submits candidates’ names for interview via the Online Employment System.
2. Search Committee Chair schedules interviews by checking schedules, beginning with the dean and in consultation with the candidate.  The interview of candidates stops at the dean level, with the exception of department chair vacancies whereby the VPAA will interview those candidates.  The President may also participate in department chair interviews.
3. Search Committee Chair arranges lodging for the candidate, with consideration given to location to campus and cost. (Because of its cost, the Marriott Shoals is not a preferred location for faculty interviews unless a cost comparable to or less than the Hampton Inn can be secured).  Lodging can be made in one of two ways:  (a) candidate pays and UNA reimburses; or (b) a Purchase Order is prepared and submitted for the lodging prior to the date of the lodging; if paperwork is prepared the day of or following the visit, a Payment Requisition should be prepared.  Now that we have gone to submitting Purchase Orders via the Banner process and departments do not have access to VPAA accounts, the Purchasing Office has agreed to continue to accept paper Purchase Orders when the VPAA office budget is covering an expense.  On the PO, place the name of the position for which the candidate has made application.
4. When necessary, the candidate or the Search Committee Chair arranges for the purchase of the most economical coach airfare ticket (with consideration given to cost) and retains the original ticket receipt for reimbursement upon conclusion of the interview travel.   If the cost of an airline ticket exceeds $600, the VPAA must be consulted in advance for approval.  The Search Committee Chair arranges for meeting candidate upon arrival at the airport.  When the Search Committee Chair makes flight arrangements, the following may occur:  (a) the airline cost may be charged against the University’s credit card upon approval by the Director of Procurement; or (b) a Purchase Request (two-part pink and green form) for airline tickets is forwarded to the VPAA for assignment of a Cost Center and Account Number and sent to the Director of Procurement (refer to 3.b. above).  It is preferred that the search committee use the Muscle Shoals regional airport (with the Delta connection to Atlanta).  However, if the airline cost is not more economical, arrange for the candidate to fly to Huntsville and rent a car, if rental rates are cheaper than mileage reimbursement for UNA personnel to drive for pick up and return. On the PO, place the name of the position for which the candidate has made application.
5. After confirmation of all arrangements has been made, the Search Committee Chair prepares a final itinerary and provides the itinerary and credentials to the dean and those persons interviewing the candidate.  Original credentials are retained by the Departmental Search Committee pending completion of the searches, at which time all original materials are returned to the Office of Human Resources and Affirmative Action except in the case of a hire, all original materials are returned to the Vice President for Academic Affairs and Provost.
6. Candidate arrives and interviews are conducted.  Deans will provide salary ranges to candidates during the interview phase.  Upon recommendation of a candidate for hire, candidates’ dossiers will be provided to Vice President for Academic Affairs and Provost for salary computation that will be included in the employment letter.
7. Upon completion of the interview process and travel, the candidate provides the Search Committee Chair with all original receipts for reimbursement.  Search Committee Chair completes a Payment Requisition for: (1) the candidate, outlining expenses incurred by the candidate, and (2) other departmental members incurring expenses relative to the interview (i.e., mileage for transportation to and from airport, etc.) – Meals for the entire departmental faculty will not be paid from the VPAA budget – the VPAA Office will cover the candidate’s meal and one person from the department; all others are to be dutch treat. The following is considered standard by auditors for meal reimbursement:  breakfast - $10-$15 per person; lunch - $15-$20 per person; dinner - $25-$30 per person.   When completing a Payment Requisition for meals, an itemized receipt (not a credit card receipt with total only) for meals must accompany the Requisition (no alcoholic items or the accompanying sales tax will be reimbursed by the University and should be deducted from the reimbursement request).  Mileage for showing prospective faculty around the Shoals area is not a reimbursable expense.  The Payment Requisition is forwarded to the VPAA Office for assignment of a Cost Center and Account Number and sent to the Business Office for payment.  The University will reimburse candidates’ travel expenses, lodging, food, and mileage.
8. Prior to proceeding to the final stage of making recommendations for faculty appointments, search committees should consult with the department chair and dean for their input.  When an employment recommendation is made, the New Hire Action Form should be completed.  A Faculty Roster Form should be completed and submitted through appropriate channels to the VPAA.  Official transcripts and any required licenses will be required prior to employment hire date.
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