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Search Timeline 
	Process Stage
	Time Frame
	Stage Recommendations

	Search charge
	
	Review timeline, process documentation, and consult as a committee around criteria for assessing candidates

	Create calendar holds for upcoming stages (committee meetings, interviews)
	
	Think about how many interviews and meetings you will need to hold time for. Plan for 15 minutes longer than the interview will take. Don’t schedule interviews back-to-back. Any member of the committee can coordinate holds – recommend identifying who will lead.

	Search committee meeting – vet applicants and design interview process for zoom and on-campus interviews (90 minutes)
	
	[bookmark: _Int_wQFDofVC]Prior to the meeting each committee member should view applicants independently and be prepared to discuss. HR will reach out with resources for interview questions and rubrics.

	Invite selected candidates to zoom interviews
	
	5-7 candidates. Recommend the hiring manager reaches out to candidates for interviews via email. 

	Zoom interviews
	
	Please refer to email and resources sent by HR.

	Search committee meeting – Identify candidates for on-campus interviews (1 hour)
	
	Encourage discussion and different viewpoints on candidates.

	Invite selected candidates to campus interviews
	
	3-4 candidates. Recommend the hiring manager reaches out to candidates for interviews via email.

	Campus interviews
	
	Please refer to email and resources sent by HR.

	Collect feedback from campus partners not serving on search committee who met the candidate. (If applicable)
	Day campus interview occurs 
	Refer to email by HR on best practices for collecting feedback.

	Search committee meeting - hiring recommendation
	
	Encourage discussion and different viewpoints on candidates.

	Hiring manager/chair creates hiring recommendation in PeopleAdmin
	
	HR will follow up with the next steps.

	New hire start date
	(dependent on when candidate accepts offer)
	Please expect a minimum of 2 weeks from the time the candidate accepts the offer to their first day. This gives time for the background check and for HR and other departments (IT, payroll, your department) to prepare.
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