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FACULTY TUESDAY, JULY 23 TIME IS LIMITED.

AGENDA AND DISCLAIMERS
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F O O T E R

RECRUITMENT
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POSITION 
TRACKING

(not for Direct Hires)

UNIT CREATES 
POSTING

OFFICE OF 
THE PROVOST

AFFIRMATIVE 
ACTION/EEO

(not for Direct Hires)

APPROVE TO 
POST

(Recruitment)

APPROVE FOR 
INTERNAL

(Recruitment or 
Direct Hire)

FACULTY POSTING WORKFLOW
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BEST PRACTICES FOR SEARCH COMMITTEES

Committee is 
Formed

Confidentiality 
Agreement & 

Training

Posting & 
Evaluation Rubric

Applicant 
Materials are 

Evaluated

First Round 
Interviews 

Recommendation 
for Finalist 
Interviews

Reasons for 
(Non)Selection Closeout
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POSITION 
TRACKING

(not for Direct Hires)

UNIT CREATES 
POSTING

OFFICE OF 
THE PROVOST

AFFIRMATIVE 
ACTION/EEO

(not for Direct Hires)

APPROVE TO 
POST

(Recruitment)

APPROVE FOR 
INTERNAL

(Recruitment or 
Direct Hire)

FACULTY POSTING WORKFLOW



JOB ANNOUNCEMENT
“POSTING”   “ANNOUNCEMENT”   “ADVERTISEMENT”  
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Job Description
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CANDIDATE 
EVALUATION

REASONS FOR 
(NON) 

SELECTION

UNIT CREATES 
HIRING 

PROPOSAL

OFFICE OF THE 
PROVOST

RESEARCH 
SECURITY

AFFIRMATIVE 
ACTION/EEO

APPROVED TO MAKE 
OFFER

OFFER ACCEPTED

BACKGROUND 
CHECK REQUESTED

BACKGROUND 
CHECK COMPLETE

PENDING FINAL 
DOCUMENTS

HIRED

Close Posting/
Remove from 

Web OFFER 
DECLINED

FACULTY HIRING PROPOSAL WORKFLOW



POLICY ON DOCUMENTATION 
OF MINIMUM TEACHING 
QUALIFICATIONS FOR 
INSTRUCTORS OF RECORD

FACULTY QUALIFICATIONS 
COMMITTEE
DR. MARK DEGOTI, CHAIR

FACULTY QUALIFICATIONS
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Doctoral or 
Master’s 
Degree

18 Hours of 
Graduate 

Coursework
Alternative 
Evidence



SPANTRAN
NACES-APPROVED 

PROVIDER

DEGREES ISSUED 
FROM INSTITUTIONS 

OUTSIDE THE US

APPLIES TO 
INSTRUCTOR OF 

RECORD*

INTERNATIONAL DEGREE AUTHENTICATION
EFFECTIVE JANUARY 2024
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REQUIRED DOCUMENTS
WWW.AUBURN.EDU/ACADEMIC/PROVOST/POLICIES-GUIDELINES/

Hiring Proposal

Draft Offer Letter
Initial Appointment 
Report (TTF) -OR- Faculty 
Vote (NTTF)
Controlled Technology 
Form*
CV

Offer Accepted

Signed Offer Letter
Tenure Agreement (TTF)

Hired

Background Check 
Clearance
Official Transcripts
International Degree 
Authentication, if 
applicable
Licensure, if applicable

*Required for foreign nationals



TENURE TRACK OFFER LETTER
NON-TENURE TRACK 

OFFER LETTER
POSTDOCTORAL FELLOW

OFFER LETTER

17 UNIVERSITY HR CONFERENCE

OFFER LETTER TEMPLATES



FACULTY RECRUITMENT 
& DIRECT HIRES

PROCEDURES

FORMS & OFFER LETTER 
TEMPLATES

ONLINE RESOURCES
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F O O T E R

COMPENSATION
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Unit Identifies 
Work to be Done

Unit Completes 
Applicable Form 

with all 
Documentation

Unit Routes for 
Review and 
Approval

Department

Dean

FacultyPositions
@auburn.edu

Provost’s Office 
returns the Form 

via Box

NEW HIRES: 
PeopleAdmin 

Faculty Posting

EXISTING 
EMPLOYEES:

Electronic 
Personnel Action 

Form

DIRECT HIRE AND COMPENSATION FORMS WORKFLOW



REQUEST FOR PART-TIME FACULTY
APPOINTMENT WITHOUT RECRUITMENT
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REQUEST FOR COMPENSATION FOR 
TEACHING OVERLOAD FORM

NEW  FORMS ARE AVAILABLE
SPRING 2024
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ELECTRONIC PERSONNEL ACTION FORMS
UPDATES AND REMINDERS

EFFECTIVE 
SUMMER 2024

PAYS & 
FACTORS ARE 

LOCKED

DEFAULT 
EARNINGS END 

DATE IS FIRST 
DAY AFTER THE 
LAST PAY DATE

NBAPBUD

BUDGET 
ATTRIBUTES

FACULTY
POSITIONS
@AUBURN.EDU

UNIT IS 
RESPONSIBLE 
FOR TERMJB 
TEMPORARY/ 

PART-TIME JOBS

NBAPOSN

ALL POSITION 
ATTRIBUTES

NBAJOBS

ALL JOB 
ATTRIBUTES

PEAFACT

FACULTY RANK 
AND TENURE 

RECORDS



REQUEST FOR PART-TIME 
FACULTY APPOINTMENT 
WITHOUT RECRUITMENT

ELECTRONIC PERSONNEL ACTION 
FORMS (EPAF) HIRING PROPOSALS

For guaranteed processing, PROV200s 
are due to the Provost’s Office by 4:45 
on Monday, July 22, 2024

For guaranteed processing, EPAFs and 
Direct Hire Postings are due to the 
Provost’s Office by 4:45 on Monday, 
August 5, 2024

Refer to Payroll Calendar for 
additional payroll dates.

Ensure all required documentation is 
included by Monday, July 22, 2024. 

If pending final documents, email 
them to 
FacultyPositions@auburn.edu. 

For review, contact Michael Loyd or 
Amanda Malone.

FALL FACULTY APPOINTMENTS AND EPAFS
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F O O T E R

RETENTION



PROMOTION & TENURE

FACULTY ANNUAL REVIEW

SALARY RECOMMENDATION
 Eligible employees in a unit who receive the same Overall 

Performance Indicator should receive the same merit. [for units that 
report to the Provost & Senior Vice President for Academic Affairs]

 Due July 29, 2024

Calendar 
Year April 30 +30 days June 1

September 
12

October 
14

November 
15

Spring 
2025
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EXAMPLES OF RETENTION PROGRAMS

*Excludes Tenure on Hire



F O O T E R

RECOGNITION
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EXAMPLES OF FACULTY RECOGNITION 
PROGRAM

PRESIDENT’S 
AWARD FOR 
DISTINGUISHED 
FACULTY 
LEADERSHIP

ENDOWED 
FACULTY 
RECOGNITION 
EVENT

LEISCHUCK 
ENDOWED 
PRESIDENTIAL 
AWARD FOR 
EXCELLENCE IN 
TEACHING

SEC FELLOWS

PROVOST 
AWARD FOR 
FACULTY 
EXCELLENCE IN 
RESEARCH 
MENTORING

ALUMNI 
PROFESSORSHIP

CREATIVE 
RESEARCH AND 
SCHOLARSHIP 
AWARDS

EMERGING 
FACULTY 
CREATIVE 
RESEARCH & 
SCHOLARSHIP



AMANDA MALONE, CPA
DIRECTOR, PROVOST 
HUMAN RESOURCES AND 
BUDGET
334.844.0280
MALONAD@AUBURN.EDU
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