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Faculty Candidate:  _____________________________________________________

Department:             _____________________________________________________

Campus:                   _____________________________________________________

Please complete the following steps:

(Initials by Department require Chair or Administrator’s Initials)
Initial to show completion:

	______________

Originating

Dept.


	Request to Recruit Form and Business Plan
Department must submit Request to Recruit form to the Dean’s/Regional Dean’s office prior to recruitment effort.  Attached should be the business plan showing all projected income and costs to the institution.  All necessary external funding should be identified at this time.



	______________

Dean’s/Regional

Dean’s Office
	Return of Request to Recruit Form

Dean’s/Regional Dean’s Office will return Request to Recruit form either approved or denied to the originating Department.



	______________

Dept.
	Explanation of Employment Agreement with Candidate

Department must verify that blank employment agreement has been presented to and discussed with candidate.



	______________

Dept.
	Provider Applications

Candidate should complete all provider applications and submit to MPIP Business Office or the Credentialing Committee (Lubbock only).  Credentialing Committee (Lubbock only) will then forward to MPIP Business Office.



	______________

Dept.
	Credentialing Committee

Department should submit clinical privileges form, consent statements, CV, copy of ECFMG (foreign Medical Graduates), Professional Liability Insurance form (signature only), Physician Notification Protocol, UPIN#, copy of Texas Medical License Permit, copy of DPS Certificate, notarized copy of DEA Certificate, and copy of Board Certifications to the Regional campus’s Credential Committee for review and approval (as required by Regional campus). 



	______________

F.A.C.
	Faculty Appointments Committee (F.A.C.) 

Department should submit CV, three letters of recommendation, interview comments sheets (two from F.A.C. members), copy of social security card, and memo from the Chair to F.A.C. requesting review at least one week prior to scheduled review.  This memo from the Chair to F.A.C. should include rank and tenure option requested and statement of verification of credentials.

	______________

Dept.
	Request to Hire Form and Request for Faculty Offer

Department should submit Request to Hire form and Business Plan (revised if applicable) accompanied by a Request for Faculty Offer to the Office of Faculty Development.  Request for Faculty Offer should include the candidate’s current address, starting salary, rank, tenure option, hire date, initial term, length of stay for visiting professors, candidate benefit profile, and requested amendments to the faculty contract.  The entire packet will be forwarded to the Assistant Dean of Business and Finance for School of Medicine.



	______________

Asst. Dean
	The Assistant Dean of Business and Finance for School of Medicine will review and approve the Business plan and Request to Recruit/Hire form.  The entire packet will be forwarded to the Chief Operating Officer for the School of Medicine.



	______________

C.O.O.
	The Chief Operating Officer for School of Medicine will review the packet to ensure that all faculty and contractual guidelines have been met and that all corresponding forms have been filled out completely.  The entire packet will be forwarded to the Dean for signature.

	______________Dean’s Office
	Transmittal of Employment Agreement to Candidate

Once all the above steps have been completed, the final package should be generated by the Dean’s Office.  The package will include letter of transmittal, employment agreement, power of attorney and assignment of benefits.



	______________Dean’s Office
	Employment Agreement, Power of Attorney, and Assignment of Benefits

Candidate and spouse (if any) should complete employment agreement, power of attorney, and assignment of benefits at the time of agreement, and the complete package should be returned to the Office of Faculty Affairs and Development by the candidate.  A copy of executed employment agreement (contract) and MPIP portion of package should be sent by Faculty Affairs and Development to Regional Dean’s office.  Original contract is maintained by the Faculty Affairs and Development office with a copy mailed to Faculty Records. 

	______________Regional Dean’s Office
	Power of Attorney and Assignment of Benefits

Regional Dean’s Office should submit power of attorney and assignment of benefits to Business Office Director for signature.  Original power of attorney and assignment of benefits will then be returned to Faculty Affairs and Development.



	
	Reminders

If initial term is greater than four years, information should be submitted by the Dean’s Office to the President’s Office for approval by the Chancellor.

Personnel Action Form should be submitted by the Department to personnel prior to employee’s first working day.  Self insurance form should be submitted to the Department of Risk Management.
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