Academic Affairs Search Procedures
(Instructions for Search Committee Chair)
Academic Programs Search Forms for Faculty:
· Authorization to Conduct a Search 

 HYPERLINK "http://www.lcsc.edu/provost/Forms/Search%20Authorization.doc" in Academic Affairs:
Please make sure the position data, PCN, title/rank, salary, etc., is accurate, consistent and complete before forwarding to the Academic Dean.  This form must be completed and signed by the Academic Dean and Provost before a search begins.  This form is required for professional staff, faculty, and classified staff.  It is not required for adjunct faculty.

· Affirmative Action Packet: 
After the “Authorization to Conduct a Search in Academic Affairs” and the “New Position Approval Form” (if required) are completed and signed, the Affirmative Action Packet, pages 1 through 5, must be completed with the appropriate approving signatures.  Forward to the Academic Dean for further review and approval.  

· Permission to Interview Candidates:
Permission to bring faculty onto campus for an interview must be approved by the Academic Dean and the Provost before you make the invitation.  Return this form and the vitae of each candidate to the Dean’s Office.  The dean’s office will notify the division chair once the form has been approved by the Provost. Please review/complete the “Background Check Form/Process” and forward to the Dean’s Office.  

· Permission to make a Verbal Job Offer
Permission to make a verbal job offer to a candidate requires the permission of the Academic Dean and Provost.  Complete this form and wait for a response before offering the position. Return this form to the Dean’s Office. (Complete the Report of Hire/Report of Applicant Pool and send to Human Resources).  The Dean’s Office will notify the division chair once the “Permission to make A Verbal Job Offer” form has been approved by the Provost.    
Please note that all of the forms above are on the Academic Programs web site under “Academic Programs 
Search/Hiring Forms for Faculty.” Web address: http://www.lcsc.edu/academicprograms/
_________________________________________________________________________________________________________________________________________

Academic Programs Search/Hiring Forms for Classified Staff:
· Classified Staff Hiring Process:
The “Classified Staff Hiring Policies and Practices For Academic Programs” document outlines a uniform process, much like faculty hires, for hiring classified staff in Academic Programs.  All forms needed
are available on the Academic Programs website at www.lcsc.edu/academicprograms/


· Authorization to Conduct a Search in Academic Affairs:
This form is required for professional staff, faculty, and classified staff.  It is not required for adjunct faculty.
  
· New Position Approval Form (obtain approvals and route as noted on form)
  
· Position Description Form (PDQ) – (division chair will complete)
  

· Hiring Packet for Classified Staff 

· Permission to make a Verbal Job Offer

Please note that all of the forms above can be found on the Academic Programs web site under “Academic Programs Search/Hiring Forms for Classified Staff.”  Web address: http://www.lcsc.edu/academicprograms/  
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