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Procedure for Scheduling Faculty Candidates Interviews
Updated January 2025

Dean’s Office staff will make travel arrangements in consultation with the Chair and Business Office. The Dean’s Office staff should:
· Confirm availability of interviewers
· Make arrangements for all expenses associated with the visit with the Business Office well in advance
· Send position announcement or description, CV, agenda, and, if appropriate, feedback forms, to all interviewers electronically before the scheduled interviews
· Prepare and distribute flyers for presentations and other events as appropriate
· Reserve classrooms or conference rooms as needed

	[bookmark: _Hlk187749608]Tenure Track
	Non-Tenure Track
	Interviewer
	Time Allocated
	Topics to be Discussed

	Regular
	Special
	Lecturer
	Clinical
	Research
	
	
	

	R
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	O
	O
	O
	Dean
	30-60 minutes
	Vision of the college: research, alumni & development

	
	
	
	
	
	
	
	Academic Excellence

	
	
	
	
	
	
	
	Organizational Structure

	
	
	
	
	
	
	
	Benefits of the Academic Health Center

	
	
	
	
	
	
	
	About the University
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	O/R
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	Associate Dean for Faculty Advancement
	45-60 minutes
	Resources available to ensure success – academic, including mentoring process

	
	
	
	
	
	
	
	Position Description for STS faculty

	
	
	
	
	
	
	
	CHS Evidences

	
	
	
	
	
	
	
	P&T, 2 &4 year reviews

	
	
	
	
	
	
	
	Birthright	Comment by Pabian, Patrick: Seems to be in domain of chair as use of funds requires chair approval. 	Comment by Olson, Anne: Agreed, but I think that when people are interviewing there is a lot of information and the redundancy in content is often helpful.	Comment by Kuperstein, Janice M.: I think it is fine for Chair to discuss as well, but the funds technically are not from the Department – there is a birthright amount and as long as it meets the requirements of birthright, it technically does not need Chair approval.

	
	
	
	
	
	
	
	Faculty Orientation & P&T Meeting for new faculty

	
	
	
	
	
	
	
	Faculty Advancement Website
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	Vice Dean/Academic Affairs
	30 minutes
	Teaching mission

	
	
	
	
	
	
	
	Services of Academic and Student Affairs (Overview)

	
	
	
	
	
	
	
	Curriculum development opportunities 

	
	
	
	
	
	
	
	Academic mission of CHS

	
	
	
	
	
	
	
	

	Tenure Track
	Non-Tenure Track
	Interviewer
	Time Allocated
	Topics to be Discussed

	Regular
	Special
	Lecturer
	Clinical
	Research
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	R/O
	Associate Dean for Research
	30-60 minutes
60 for Regular Title
	Resources available to ensure success – research

	
	
	
	
	
	
	
	Role of Research Office

	
	
	
	
	
	
	
	Pilot Funds

	
	
	
	
	
	
	
	Wethington Awards

	
	
	
	
	
	
	
	CCTS 

	
	
	
	
	
	
	
	Start-Up requests

	
	
	
	
	
	
	
	Related Collaborations & possible mentors

	O
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	Director of Scholarship
	30 minutes
	Faculty Learning Communities

	
	
	
	
	
	
	
	Support for Scholarship of Teaching and Learning

	R
	R
	R
	R
	R
	Department Chair 
	60 minutes
	Negotiation process (e.g. Chair makes offer, etc.; Salary discussions in consultation with the Dean (salary, start date, moving expenses, etc.)

	
	
	
	
	
	
	
	Term of Appointment; 11 month, 12 month

	
	
	
	
	
	
	
	Start Date

	
	
	
	
	
	
	
	Expectations for position, including service commitment in the first three years

	
	
	
	
	
	
	
	DOE Process; Projected DOE for title series; 	Comment by Pabian, Patrick: The entire DOE process seems to be missing on the document. Included here.	Comment by Olson, Anne: Agreed, this should be added 	Comment by Gribble, Phillip A.: I’ve always talked about DOE with candidates on a superficial level and that this is something the Chair and the faculty member will work closely together on	Comment by Kuperstein, Janice M.: Exactly what Phillip said.  Discussed at approximate level based on position description of position announcement and then negotiated with the Chair if/when hired.

	
	
	
	
	
	
	
	Practice Plan; Scope of practice, when appropriate

	
	
	
	
	
	
	
	
Start up needs (space, time, equipment) 	Comment by Pabian, Patrick: Start up needs to also be discussed by the chair in discussions due to array of possible needs (i.e. space, time, equipment, personnel).	Comment by Olson, Anne: Agreed completely on space.In terms of equipment, I only discuss in general terms, not specifics until an offer has been made.	Comment by Gribble, Phillip A.: Agree, very superficial in what I say.  I try to ask more of what they need, and then give a sense of if we are in the same ballpark on what they are needing	Comment by Kuperstein, Janice M.: Exactly what Phillip summarized and Anne noted she does.  That is the point.  LATER, if hired, you will discuss in further detail but good to know ballpark expectations of candidates.

	
	
	
	
	
	
	
	Department specific issues - # of students, curriculum, accreditation, etc.

	
	
	
	
	
	
	
	Possible courses to be taught in Year 1

	
	
	
	
	
	
	
	For clinically practicing faculty, discuss clinical load and clinical opportunities

	
	
	
	
	
	
	
	For research faculty, discuss research load and overview of resources from Office of Research (as discussed by ADR) 

	
	
	
	
	
	
	
	Staff Assignments 

	
	
	
	
	
	
	
	Office and Lab Space Potential

	
	
	
	
	
	
	
	Anticipated interactions with other units

	R
	R
	R
	R
	R
	Search Committee
	60 minutes
	Interview questions, any issues to clarify in CV

	R
	R
	R
	R
	O 
	Department Faculty
	Variable-individual or group
	Any issues pertaining to program – curriculum, teaching loads, research expectations, administrative responsibilities to the program

	R
	R
	R
	O
	O
	Faculty & Administration
	60 minutes
	Public Presentation



R=Required, O=Optional


Additional Items to Consider for Scheduling Interviews: 
· All Tenure Eligible Candidates with terminal degrees may meet with the RHB Program Director if desired by Chair.	Comment by Pabian, Patrick: This has not been happening. Not sure if this is absolutely necessary. I know says "should" but I believe needs to be softened in language a bit. 	Comment by Olson, Anne: On our searches this has been happening. But I agree this could be optional or meet with director as appropriate. 	Comment by Kercsmar, Sarah E.: Hasn’t happened, or been offered, to any of my candidates.	Comment by Gribble, Phillip A.: Haven’t had a tenure eligible search in a few years, so can’t offer much on this. 	Comment by Valentin, Virginia: No applicant of PA has met with RHB	Comment by Kuperstein, Janice M.: Changed the language to should if desired by Chair
· For faculty with a research agenda, meet with potential collaborators 
· For faculty with responsibilities in Hazard or Morehead, meet with personnel (Zoom or in-person) and visit site as appropriate
· For those with Center affiliation, meet with Center Director and faculty
· For Medical Laboratory Sciences the Program Director should be involved in the interview process
· For clinically practicing faculty, meet with potential clinical opportunities at UK healthcare

Procedure to Follow Faculty Search Process: 

· Search committee reviews all interview feedback from those involved in the interview Process
· Search committee solicits feedback from Deans to share with the search committee
· Search committee meets and provides the strengths and challenges of each candidate to the Department Chair	Comment by Valentin, Virginia: For me there has not been a meeting, just a letter. I could see some searches needing a full discussion but not the majority. 	Comment by Kuperstein, Janice M.: The current policy is that the Search Committee needs to consider the strengths and challenges.  This “meeting” could be via email if that is what the Chair prefers, but we need to demonstrate that fair consideration was given to each candidate.  Virginia, this may be related to the candidate pools, but we do have to submit reasons for non-consideration of candidate.   Also, if more than one candidate is deemed acceptable, Chair should know that.
· See grid below

	Search Committee Meeting Attendees

	
	Full committee
	Chair
	ADFA
	ADR
	Other at Request of Dept Chair

	Charge Meeting
	All title series
	All
	All
	
	

	Interim meetings
	All title series
	
	
	
	

	Review following Zoom
	All title series
	If requested
	
	
	

	Interviews
	See list by Title Series.  Note Regular title series most inclusive
	

	Final candidate review
	All
	Reg Title, Spec Title, Lec
	
	Regular Title and by Chair request
	



· Chair discusses strengths and challenges of the candidates with the Dean 
· Chair and Dean consult to determine which candidate is the best fit
· Once decision is made, Chair consults with Assistant Dean of Operations regarding salary and conditions of offer
· Chair contacts candidate with verbal offer and asks the candidate to propose start-up request if appropriate
· Chair consults with Associate Dean of Research and Assistant Dean of Operations regarding start-up requests
· Chair works with Assistant Dean of Operations and Associate Dean of Faculty Advancement,  OFA Staff submits to Central OFA Portal
· Once approved, OFA staff forwards to Dean for signatures and then to Chair for signature and distribution
· Chair sends fully executed offer letter to candidate
· Chair sends signed offer letter to the Associate Dean for Faculty Advancement and Assistant Dean of Operations 
· Chair notifies Dean, Human Resources, Associate Deans, Faculty in unit, and search committee of acceptance of offer 
· Once signed offer letter is returned, CHS OFA staff reach out to candidate for new appointment materials 
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