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9. HIRING PROCESS 
 
 9.01 The hiring unit will notify the Department of Human Resources as soon as it 

is determined that a sufficient number of applicants has been secured.  The job 
will be placed in a “closed” status and advertising discontinued for that 
position.  Additional applicants should not be considered unless the job is 
reopened with proper administrative approvals. 

 
 9.02 From each applicant, the hiring unit will request pertinent, job-related 

information (e.g., vitas, copies of research, teaching evaluations, 
compositions, and references).  Using an initial screening device (referring to 
elements cited in the advertisement), the hiring unit will evaluate each 
candidate and may choose to invite one or more applicants to provide 
additional job related information or to visit the campus for a more detailed 
interview.  During the campus interview the candidates may meet with the 
departmental/school chair and faculty, make a professional presentation, and 
be evaluated with respect to the posted job requirements.  The hiring unit will 
develop job-related interview questions to be asked of all candidates during 
the interview.  Questions and answers are to be recorded and maintained. 

 
  With the approval of the Provost and Vice President for Academic Affairs, the 

dean may immediately provide the candidate with a tentative letter of offer 
pending approval of the President and of The Texas State University System 
Board of Regents. 

 
 9.03 Once a priority list has been established, the administrator of the hiring unit 

presents a written recommendation through channels for the employment of 
the preferred candidate.  Along with the proposed rank, salary level, and 
recommendation for years transferred for tenure purposes, the file will contain 
an SHSU faculty application, official transcripts, at least three letters of 
recommendation, the evaluation tool, criteria for ranking candidates, and the 
interview questions and answers.  If the dean concurs, his/her written 
recommendation, along with the entire file is forwarded to the Provost and 
Vice President for Academic Affairs. 

 
  The dean, prior to an official offer to an applicant, will ensure AA/EEO 

compliance in the hiring procedure by reviewing the evaluation tool that 
shows how the candidate compared to the requirements for the position, the 
criteria used in the evaluation, and the interview questions and answers.  Upon 
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favorable recommendation of the Provost and Vice President for Academic 
Affairs and the subsequent concurrence of the President, a letter of offer for 
the position will be issued to the successful candidate by the President with 
appropriate notification to the administrators involved. 

 
 9.04 When a signed response from the potential faculty member accepting the 

employment offer is received by the President, the position is considered to be 
filled. 

 
  a. Upon issuance of the appointment, a signed copy of the contract must be 

returned to the Office of the President as soon as possible but no later than 
October 1 (fall semester), February 1 (spring semester), June 15 (summer I 
term), or July 15 (summer II term). 

 
  b. Appointments to the faculty must be approved by the Board of Regents, 

The Texas State University System. 
 
 9.05 Each office within the recruiting/hiring function is expected to be prepared to 

offer cogent reasons with appropriate documentation for the endorsement or 
non-endorsement of preferred candidates. 

 
 9.06 Upon request, all applications for a faculty position may be examined by the 

appropriate academic dean, the Provost and Vice President for Academic 
Affairs, or the President. 

 
 9.07 It is the prerogative of the academic dean, the Provost and Vice President for 

Academic Affairs, or the President to request a reconsideration of the 
recommendation for employment if it is judged that a well-qualified minority 
candidate may have been omitted. 

 
10. APPOINTMENT OF INTERIM FACULTY MEMBERS ON AN EMERGENCY 

BASIS 
 
 10.01 As a result of the need for unique academic expertise, unexpected increases in 

student enrollment or other unforeseen events, it may become necessary for 
the University to authorize the emergency employment of interim faculty 
members on a semester-by-semester or summer basis.  In such cases, the 
following procedures will apply. 
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