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MEMO 
To: Academic Deans and Directors 
Cc: Department Chairs 
From: Robyn Hannigan, Provost 
Date: August 3, 2021 
Re: Faculty Hires Approved for search in Academic Year 2021-2022 

As of this date, we have hired 21 faculty with two more searches about to wrap up.  New faculty start-up costs 
estimated at $1.3M in their first year, which, combined with on-going commitments, leads to a total start-up cost 
for FY22 of $2.6M. 

As you may recall, last year we rolled back vacancies centrally to ensure that budget processes are connect to and 
inform personnel management.  This effort allowed us to hire tremendous new colleagues and appropriately invest 
in their research success. Based on availability of lines and your work as academic leaders to define strategic needs, 
I authorized searches for 12 new faculty across our schools and institutes [SA&S: 3; SOE: 1; CUSB: 4; HS: 2; STEM: 1; 
Honors: 1].  This approach allows Academic Affairs, and you as academic leaders, the ability to request and allocate 
lines based on strategic investments in growth and support of units. The deans and directors received information 
on allocations via email on May 7, 2021 which included position numbers. 

If faculty searches from FY21 failed to yield a candidate, you may also request that you search again this year using 
the above form.   

At this time we do not have sufficient funds to allocate new faculty lines. 

I encourage Deans and Directors to work together to explore the potential of joint appointments as well as cluster 
hires in key areas of research excellence. 

To proceed with a search it is the role of the Dean to reach out to individual units and work with them to complete 
a shortened request form. Please make sure that the chairs understand that a request will not be supported if the 
information on office and lab location (if applicable) as well as the estimated salary and estimated total and Year 1 
start-up is not included. This information is necessary to ensure we stay within approved budgetary limits.  Forms 
should be submitted ASAP so that postings can be made and searches initiated early. 

LINK TO FORM https://forms.gle/oMV58wt79kJ8n1ra7 

In recognition that excellence and a commitment to the promotion of diversity are inextricably linked, we will 
continue to support the Directed Faculty Enrichment search. A separate communication is forthcoming.  



Overview of search process

Throughout the Search 

No matter who is tasked with chairing a search committee or making the final offer, it is expected that search 
committees maintain open, transparent, and frequent communication of search status with unit faculty, department 
chairs and deans/directors.  All faculty searches should include opportunities for staff, faculty, and student input and 
ensure that candidates meet with a breadth of university community members and that these diverse voices have input 
into candidate selection and hiring decisions. 

Chairs should consult the Chair's handbook under section Managing Faculty Relationships - Conducting Searches.

Pre-Search 

The dean/director, in consultation with the unit chair (if applicable), submits a request to search 
(https://forms.gle/oMV58wt79kJ8n1ra7 ).  While searches may begin at any time, to be assured of a robust applicant 
pool, most tenure-track searches are advertised in early Fall (sometimes even in Summer) so that the recruiting process 
can take place through the fall semester and winter months, and offers can be extended by no later than early Spring. 
This means that requests to approval to search should be submitted well ahead of budget development to ensure 
approvals are in place prior to summer (see timeline). 

Search 

The approved position is posted in appropriate and high-impact venues suggested by the department and subject to 
approval by the Provost’s Office, which consults with the Budget office and Human Resources if budgetary constraints 
call for modifying the recruitment plan. 

The semi-finalist list gets narrowed down to three to five finalists. (Please note that individual deans may limit the 
number of candidates for whom they will reimburse search-related expenses.) The finalist list must also be approved by 
Dean and Provost. No one may be invited to campus until these approvals have been received. 

Next, the finalist candidates are brought to campus for interviews and activities. 

It is important for the department chair to have an exit interview with the candidate toward the end of the visit. Give 
the candidate a chance to ask any final questions they may have. Tell the candidate what you project to be the 
timetable for the search, and when to expect a phone call. Ask if there's anything that affects the candidate’s timetable. 

Making the decision 

If the Dean approves of the committee’s recommendation, they will forward the necessary documentation to the Office 
of the Provost. The Provost’s Office will seek HR approval for the recommendation. No offer, verbal or written, can be 
made or even hinted at until approvals are received from HR and the Provost. The Provost’s Office will respond to the 
Dean. 

The offer and its aftermath 

Chairs, in collaboration with the hiring manager, discuss the terms of the offer in advance with your Dean. Typically, it 
should be the dean who makes the initial offer and who informally negotiates terms with the candidate. Once verbally 
agreed upon the Dean will present the final written offer to Provost for approval.  Once approved the dean will extend 
the offer to the candidate allowing a reasonable amount of time for the candidate to consider the offer, usually one to 
two weeks, depending on circumstances. 

The search is not complete until the offer has been accepted in writing.  While a verbal acceptance of the offer is 
appreciated, the candidate's signature on the offer letter seals the search, and they will be asked to complete their pre-
employment paperwork and contract.  

Should the candidate not be a U.S. citizen, extra work may need to be done by the School/Institute regarding visas and 
other pre-employment matters. The Office of the Provost and HR have a good deal of experience with these matters 
and will assist the candidate. 

19 July 2020 

https://sites.clarkson.edu/academic-affairs/office-of-faculty-achievement/chair-and-program-director-resources/chair-and-program-director-handbook/



