
Department chair requests 
search, proposes 

committee
Edit search request

Dean 
approves 

search 
request?

Yes
Committee attends 
Anti-Bias training

Submit search posting to 
Dean and ADECEOEdit search posting

Dean 
approves 
posting?

YesPost position 
announcement

No

Phase 1: Prior to Search

No

No

• Include description of how 
the search will be conducted, 
and a recruitment plan.

• See DDCE: Recruitment Toolkit

• Include required and preferred 
qualifications and candidate’s 
statement about their 
contributions / commitments to 
advancing equity and inclusion.

https://equity.utexas.edu/faculty-recruitment-and-retention/recruitment-toolkit/


Phase 2: After Position Posted

Committee chair 
consults with 

ADECEO

• Chair consults on ongoing basis 
with Associate Dean for ECEO 
regarding pool and recruitment 
efforts

Committee 
video-interviews 

semi-finalists

Committee chair 
submits On-

Campus Interview 
Request Memo

Dean 
approves on-

campus 
interview

Schedule on-
campus finalist 

interviews

Committee video-
interviews more 

semi-finalists 

Update On-Campus 
Interview Request 

Memo

• Use Zoom or Skype to interview a 
minimum of three potential on-campus 
interview candidates

More 
candidates 
needed?

• Department schedules on-campus finalist 
interviews, including interview with the Dean or 
Dean-designate, ADR and ADECEO; broadly 
advertise job talks across COE

• See COE Wiki: Recruiting – Faculty > “Interview Request Memo”
tab for required contents

https://wikis.utexas.edu/display/coe/Recruiting+-+Faculty


Phase 3: After Campus Interviews with Finalists

Collect and 
summarize finalist 

evaluations

Search committee 
deliberates and 
makes  a hiring 

recommendation

Search committee 
submits Hiring 

Recommendation 
Summary Report to 
department chair

Department chair 
discusses Summary 
Report with Dean

Department chair 
submits Summary 
Report to BC/EC

Written and verbal 
feedback from 

faculty and students 
collected and 
summarized

Committee may 
recommend one 
candidate, more 

than one candidate 
(rank-ordered), or 

no candidate

See COE Wiki: 
Recruiting – Faculty 
> “Hiring 
Recommendation 
Summary”
tab for required 

contents

Chair adds 
independent 
evaluation to 

Summary Report. 
Discusses search, 
candidates, and 
reference checks 
(done by search 
committee) and 

department chair’s 
independent 

recommendation.

https://wikis.utexas.edu/display/coe/Recruiting+-+Faculty


Phase 4: BC/EC Meeting and Beyond

Start here.
BC/EC meet to 

discuss finalists : 
search, candidates, 
reference checks, 

chair’s independent 
recommendation

Anonymous vote on 
finalists by BC/EC, 
including ranking if 

more than one finalist 
could be hired

Department chair 
submits cover letter* 
and Summary Report 

to Dean

Dean 
approves?

Dean discusses with 
chair

Chair discusses with 
search committee

Chair and search 
committee discuss 
and present new 

Summary Report to 
BC/EC

Y

Department chair and 
Dean discuss salary, 

rank, and startup

Tenured 
hire?

N

Make offer

Obtain four approved 
(by AD Faculty Affairs) 

external letters

CV, external 
reviewers’ letters and 
CAC report submitted 

to Provost

CAC 
approves?

Provost 
approves?

Y

N

*Cover letter captures the BC/EC discussion and results 
of vote, the chair’s independent evaluation of the 
candidates, and any other pertinent information 
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