
 

 

Academic Affairs Faculty Hiring Process 
 
Faculty hires may be in the form of four different types: planned vacancies, new faculty line, 
visiting faculty, and emergency hires.  All faculty hires require Provost approval. The hiring 
process for these four requests for hire is outlined below and summarized in the infographics 
on pages 3 and 4. 
 

• Planned Vacancies  
o These permanent faculty lines are usually as a result of retirements, terminal 

years, or current faculty member providing a semester or more of notice prior to 
leaving 

o Faculty Hire Process (also see the Academic Affairs Faculty Hire Process 
flowchart on page three) 

§ College dean will engage with department chairs and/or program 
coordinators to balance immediate, long-term, and strategic needs in 
order to determine the program where faculty are needed. 

§ College gathers the following data and documents for submittal to the 
Academic Affairs Chief Business Administrator (AACBA) 

• Position Request Form 
• Organization Chart of the program where the faculty line will 

reside 
• Faculty line Position Description 
• Ad for posting faculty line 
• Brief rational for faculty line - be certain to include in your 

rationale the significance of this position in terms of teaching, 
scholarship (if applicable) and service.  A description of the 
professional development for the new hire is required. 

• Using the Provost Office central data source generate the 
following data for the prior three academic years broken out by 
undergraduate and graduate: (1) SCHs; (2) duplicative headcount; 
and (3) courses 

• In collaboration with the AACBA and college business 
administrator, generate revenue (tuition only) and program 
expenses for the prior three academic years including faculty 
salaries, staff salaries (if applicable), GTA/GRA expenses, 
adjunct/overload expenses, and other applicable expenses.  

• Forecast and project revenue, expenses, and SCHs for the next 
three academic years. 

§ If necessary, the AACBA may request additional information or updates 
to documents within five business days.  If no additional information is 
required, the AACBA will submit to Provost for review. 

§ Provost will review the submission, if necessary, Provost may request 
additional information via the AACBA prior to rendering a decision.  If no 



 

 

additional information is needed, the Provost will provide either an 
approval or denial of request within five business days.  

§ For approved requests, the college business administrator will enter an 
ePRF with the following attachments:  position request form, 
organization chart, position description, and provost approval email. 

§ AACBA will provide the President’s Office with a monthly update of the 
AA positions database. 

§ See the Human Resources Faculty Hire Process flowchart on page four for 
the search process once the ePRF is approved. 
 

• New Faculty Line  
o These permanent faculty lines are usually derived from a new program as result 

of an approved proforma or a request for new base funding for an existing 
program. 

o New faculty lines follow the same request to hire process as the outlined above 
for a planned vacancy faculty line.  

o New positions from an approved proforma can submit their proforma 
documentation for the new faculty line and any metrics associated with the 
position in place of the rationale section. 
 

• Visiting Faculty  
o These temporary faculty lines are generally visiting assistant professors or 

visiting lecturers and coincide with hiring for a planned vacancy or new faculty 
line. 

o These faculty lines are for 1-2 academic years.  
o Because these coincide with hiring permanent faculty, see the request to hire 

process as the outlined above for a planned vacancy faculty line. 
 

• Emergency Faculty 
o These usually occur due to unforeseen vacancies in a current faculty line as a 

result of faculty leaving on short notice, death of a faculty member, or current 
faculty member on FML for extended leave. 

o These temporary, non-benefits eligible faculty lines are approved by the Provost 
for 1-2 semesters.  

o Emergency faculty hires may be requested via the college dean in the form of an 
email to the Provost with a cc to the AACBA. 

o Data analysis and detailed documentation is not necessary however a strong 
rationale for the need to fill the vacancy via an emergency faculty hire is 
required. 

o A subsequent request to fill the vacancy with a permanent faculty hire should 
follow the same request to hire process as the outlined above for a planned 
vacancy faculty line but is not required at the time of the emergency faculty hire 
request.  

 



College Dean engages in a process with 
department chairs/program coordinators that 
balances immediate, long-term and strategic 
needs to best determine the program where 

vacancy is needed.

Position Assigned to 
Department/Program

College gathers data and generates 
the following:

• Position Request Form

• Org chart of the program where 

the faculty line will reside

• Position Description

• Ad for posting faculty line

• Using the central data source 

generate the following data for 
the prior three academic years 
broken out by undergraduate 
and graduate: (1) SCHs; (2) 
headcount; and (3) courses 

• Generate revenue (tuition only) 

and program expenses 
including faculty salaries, staff 
salaries (if appropriate), GTA/
GRA expenses, adjunct/
overload expenses and other 
applicable expenses for the 
prior three academic years

• Brief rationale for position

Vacant Faculty Position 
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Provost Data 
Warehouse

Submit request to Academic Affairs 
Chief Business Administrator who will 
enter the request in the AA positions 
database and review the submission 

AACBA will request additional 
information (if necessary) within 10 
business days of receipt from Dean

Provost Review

Provost will request additional 
information (if necessary) 

within 5 business days

Deny Request

Inform the Dean, AACBA and 
college CBA of APPROVAL

Approved positions will be 
updated in the AA positions 

database by AACBA

College CBA will enter an ePRF 
with following attachments: 

Position Request Form, Org Chart, 
Position Description and Provost 

approval email 

The AA-CBA will provide the 
President’s office with a monthly 

update of the AA positions 
database.

Start Search Process 
upon ePRF approval
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