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Provost’s Office Policy for Faculty Hires:
The following is required by the Provost in the faculty hiring process.

I. RECRUITMENT STAGE (Prior to the placement of any advertising, selection of search committee, or any other recruitment activities):
Complete the Faculty Position Request Form (or the Research Faculty Position Request Form) for all faculty positions except Adjuncts and Post-Docs.  This form must be approved by the Provost before beginning recruitment.  The Research Faculty form must also be signed by the Vice Chancellor for Research.  UAF HR will not post to UAKJobs if a signed Job Request Form is not attached to the request.  Incomplete Position Request Forms (missing CIP codes, etc) will be sent back to the units for completion before they are approved. 
II. SEARCH AND SELECTION STAGE: Follow the Human Resources and People Admin guidelines for this process.

III. HIRING STAGE:

· Before making an offer to a prospective candidate, complete an Initial Salary Placement Worksheet.  This worksheet uses the same formula that Labor and Employee Relations uses to produce target salaries (individualized market salaries).  It is UAF Provost’s Office policy to hire new faculty at (or, if necessary, above*) their target salary.  

· *The Initial Salary Placement Worksheet reflects the minimum salary you may offer.  Units are permitted to offer/negotiate above that minimum, provided two things: a) the unit has the funding that would allow them offer a greater amount; and b) the unit believes that no significant peer equity/market compression issues will occur as a result of the offer of a higher initial salary to new faculty.  

· The Initial Salary Placement Worksheet is a required part of the faculty hiring process, but the completed worksheet does not require Provost’s signature.  You must, however, send the Provost’s Office a copy of the worksheet once completed.  
· The following items shall be copied to the Provost after the faculty member has been hired:

i. Completed Initial Salary Placement Worksheet with original Position Request Form attached
ii. Offer Letter

iii. Appointment (Contract) Letter

iv. Faculty Workload (must be completed within three months of hire)
v. Curriculum Vita education page
vi. Any Special Agreements, including start-up memos.
All forms can be found on the Provost’s website at www.uaf.edu/provost.

For more information, please contact Sally Skrip at (907) 474-5178 or at saskrip@alaska.edu.  
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