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E M A I L

E M A I L

D E P A R T M E N T

O N B A S E

C H R S

C H R S

C H R S

O N B A S ED E P A R T M E N T

Provost allocates
faculty lines by college.

Deans allocate lines
by department.

Department Chair convenes faculty
meeting for election of search

committee

Search Committee Chair convenes a meeting
of the Search Committee to discuss and

develop required search documents

Committee submits
part one (1) documents
for EEO review through

OnBase

Department initiates the Job Card in the
Common Human Resource System

(CHRS) for final Ad approval and posting.
Upload OnBase part 1 documents.

Job Advertisement is posted in
the approved publications.

Committee places additional Ads
per approved Advertising Plan

Committee submits part two
(2) documents for EEO review

through OnBase

TENURE-TRACK AND FULL-TIME FACULTY RECRUITMENT
FLOWCHART

Committee uploads the
approved part two (2) EEO

documents to the documents
tab of the CHRS Job Card
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C H R S  +  B O X  +
E V A L U A T I O N

R U B R I C S

C H R S

E M A I L  O R
V E R B A L L Y

D E P A R T M E N T

C H R S  +  E M A I L

C H R S

C H R S

C H R SO N B A S E

The committee reviews
applications using approved
rubrics, conducts interviews,

and present finalist to the Dean.

Department updates
applicants' status in CHRS.

The Dean requests the Provosts
approval to extend the contingent

offer then the Dean extends
Contingent Offer to candidate.

Committee submits part
three (3) documents for

EEO review through
OnBase.

After part three (3) documents have
been reviewed the committee starts

the department preparation for
initiating an Offer Card per guide.

Dean’s Assistant initiates the
Offer Card in CHRS.

After Faculty Affairs review and the
Office and Equity and Compliances
CHRS approval the Offer Letter is

signed by the Provost.

Offer Letter is extended to
the candidate via CHRS.

Candidate accepts offer
electronically and begins

onboarding.


