

Faculty Recruitment Procedures

During the budget allocation request process [outlined at: http://provost.binghamton.edu/planning.html] the department chair submits an allocation request for each faculty hire requested in the department.

For approved hires, the hiring unit completes an Oracle HR Master Position Data form (located at https://spider.adm.binghamton.edu:6128/hrmasters/Position.cgi) for approval to fill an existing position or for a new position. If uncertain of the rank, please request all possible titles (e.g. Assistant Professor, Associate Professor, and Professor).
· Funding source must be identified.
The Human Resources Office will assign, and notify the hiring unit of, a line number for the position.
· A line number is necessary prior to advertising a position (this ensures that funding has been identified, the position has been approved and a line exists for the new hire).
Prior to advertising, the hiring unit must complete and receive back an approved Affirmative Action Search Form - part I Notice of Vacancy and Recruitment Plan.  A copy of the job advertisement should be attached to the Part I Form.
· If the hiring unit wishes to use Interview Exchange for their search, the job advertisement should direct applicants to https://binghamton.interviewexchange.com.
· If the hiring unit anticipates the potential hiring of a foreign national and subsequent petitioning for permanent residency, be mindful of the fact that there are specific advertising procedures which need to be followed, including at least one print advertisement along with other standard advertising methods, in order to qualify.
Affirmative Action faxes a copy of the approved Part I to Human Resources and to the Provost’s Office.  The Provost’s Office posts the vacancy on http://higheredjobs.com; on http://www.insidehighered.com; on http://www2.binghamton.edu/academics/provost/faculty/vacancies.html; and on https://binghamton.interviewexchange.com, if applicable.
The Chair of the Search Committee must communicate with the Dean to find out the number of candidates he/she may bring to campus and, in cases where the Dean’s Office pays for recruiting expenses, the amount that he/she is authorized to spend on recruiting.
The Dean may review the curricula vitae to approve which candidates are invited to campus for an interview.
The hiring unit must complete Affirmative Action Search Form – part II Mid-point check/Approval for interviews.  This form must be approved by the Director of Affirmative Action prior to bringing candidates to campus.

The hiring unit invites candidates to campus (January-April). 

· The candidate should be scheduled to meet with the Dean;

· The candidate may be scheduled to meet the Associate Dean, if appropriate;

· If hiring at or above the Associate Professor level, the candidate should be scheduled to meet with the Provost;
· If hiring at or above the Associate Professor level, the candidate should be scheduled to meet with the Research Vice President;
· During the candidate’s visit the hiring unit should have the candidate sign a Travel Voucher, a Foundation Voucher, if necessary, and a Request and Authorization to Travel form to get them reimbursed;

· Visa candidates may volunteer immigration documents at this time;

During the interviewing process, the Department Chair or Dean should discuss with the candidate his/her research needs and space needs.

· As offers are made, new space needs should be outlined and forwarded to Michelle Ponczek, Director of Academic Space Management in Academic Affairs at mponczek@binghamton.edu.
After the interviews have been completed, the Department Chair or Search Committee Chair notifies the Dean of the hiring recommendation.
Once the candidate has been agreed upon by the Dean, the hiring unit must complete Affirmative Action Search Form – part III Recommendation of Finalist. This form must be signed by the Director of Affirmative Action prior to any offer of employment being extended (verbal or written).
· If a suitable candidate is not found, the search may remain open, but it has to be included in the following year’s budget allocation request process and approved by the Provost.  A new Affirmative Action Search Form – part II Mid-point check/Approval for interviews will need to be submitted by the hiring unit.
Once part III has been completed, the Affirmative Action Office faxes the approval to the hiring unit and the Dean’s Office.
The Chair of the Department, in collaboration with the Dean, begins negotiations with the candidate on the offer.
If prior approval was authorized that the faculty hire would require research start up support, the “Start Up Request Summary Form” needs to be completed.  No start up funding can be committed until this document is reviewed and signed by all appropriate parties.
Prior to extending an offer of employment, the search committee chair must complete a Verification of Faculty Candidate Credential form located at http://provost.binghamton.edu/faculty.html.
The Dean’s Office sends a formal written offer letter to the candidate, copying the Provost, Research Vice President, Affirmative Action Officer, Associate Dean, and the Department Chair of the hiring unit [the distribution can be done via e-mail rather than hard copy, the Provost’s copy should be sent to kwemett@binghamton.edu]. Included in the offer letter should be the following:

· The URL address for the United University Professions Agreement http://www.uupinfo.org/contract/contract.html;
· The statement, “As per requirements of the Cleary Act, potential Binghamton University employees may find university crime statistics on line at http://studenthandbook.binghamton.edu/;
· If appropriate, a conditional hire statement whereby if the candidate does not fulfill his/her PhD requirements by August 31st, the appointment will be with the title of Lecturer;*
· If the candidate has a visa classification, the appointment must be temporary and the letter must include a statement that the offer is contingent upon appropriate employment authorization;
· An I-9 form;

· An Oath of Office card;
· The NYS Public Officer’s Law;
· A hard copy of the Policies of the Board of Trustees;

· A Personal Data Form;
· Notification that benefits Information can be obtained at http://www.esc.edu/services/sunybenefits.nsf/home;
· Reimbursement of moving expenses is not mandatory; however, if the candidate will be reimbursed for moving expenses, a statement about the amount to be reimbursed should be included in the offer letter. The hiring unit should visit http://www2.binghamton.edu/accounts-payable/moving.html for reimbursement policies and procedures.

*The title of Lecturer will be effective until January 1st if PhD requirements are completed prior to that date. If the faculty member’s salary is to be increased with the title change to Assistant Professor then the Dean will decide whether to make the increase effective immediately upon receipt of the PhD or effective on March 1st, the start of the spring semester payroll.
Renegotiations often occur and the Dean sends a revised offer letter to the candidate, copying all parties on the original distribution.
Once a candidate accepts or declines an offer, the Dean’s Office should e-mail kwemett@binghamton.edu; kgregory@binghamton.edu; pparker@binghamton.edu; vhampton@binghamton.edu; and bjenson@binghamton.edu of the candidate’s decision.

· If the candidate who accepts a position is a visa holder, the hiring unit must contact Kim Avery in Human Resources to begin the H-1B process.
The hiring unit must do the appropriate Oracle HR input:

· New Hire Form

· Personal Data Form
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