
 
 

IHP Faculty Hiring Process Overview/Flow Chart 
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*Hiring Managers and interviewers of candidates must retain copies of their interview notes.  This includes notes 
from phone screens, notes during the interview, and email correspondences with candidates.  At the end of a search 
a hiring manager or search committee chair should collect interview notes from all interviewees and submit to HR 
to be stored on file for two years.  Departments are welcome to retain their own copy if they wish too. This is a best 
practice and also an OFCCP requirement. 

Position becomes available to 
recruit for via one of the 
following means: 

1. Position is requested 
and approved during 
annual budget process. 

2. Position is requested 
and approved by Sr. 
VP  

3. A Position opens up 
due to turnover. 

 

The Dean/Dept 
Chair/Program Director 
completes the 
Authorization to Begin 
Faculty Recruitment  
OR the Authorization 
for Unbudgeted Faculty 
Recruitment form and 
has it signed by the 
Provost, CIFO, and HR. 
 

Hiring manager or 
committee chair submits a 
job description/job 
announcement to HR 
Generalist. 

Recruitment 
advertising plan and a 
time frame for the 
recruitment process is 
developed. 

Position 
announcement is 
posted on the IHP 
website, MGH, 
Partners and the 
agreed upon external 
sites/publications. 

Candidates apply and 
are reviewed by HR 
and hiring 
managers/committee. 

Hiring managers 
and/or committee 
develop a screening 
matrix for questions to 
ask candidates. 

Candidates are 
selected for phone 
screens and 
contacted.  Notes 
from phone screens 
must be retained for 
all candidates.  Top 
candidates from 
phone screen go 
through formal 
interview phase. 

 

Top candidate (s) 
are selected and 
reference checks 
are completed.  A 
minimum of two 
references must be 
completed. 

Dean/Program 
Director 
completes Faculty 
Offer and Hiring 
Report and 
submits to HR. 

Dean or Program 
manager discusses 
salary offer with 
HR and then makes 
a verbal offer to the  
candidate. 

Official offer letter 
is sent to new hire.  
New hire must 
sign and return the 
offer letter to HR 
or hiring manager. 

A start date is 
determined and 
HR starts the new 
hire paperwork 
process and entry 
into the system. 

Appropriate IHP 
departments are 
notified of the new 
hires start date so  
necessary access 
and systems can be 
set up. 

Hiring manager 
submits all 
applicant and 
interview notes for 
the position to be 
kept on file in HR. 

1. Faculty member 
attends MGH-NEO  

2. Faculty member 
attends Office of the 
Provost orientation. 

3. Hiring Manager 
creates a department 
on-boarding plan for 
the new hire. 

 

  
   

   
   

Top phone 
screen 
candidates 
are invited for 
a formal 
interview.  
Again, all 
interview 
notes must be 
retained*. 

Committee Chair 
makes final 
recommendation to 
Department Chair 
or Dean (varies by 
dept). 

Dean will submit 
application for 
rank along with 
CV to the Provost 
and Rank and 
Promotion 
Committee (for 
Associate and 
Professor roles). 

This flow chart/process overview is intended to be a visual tool for participants involved in the faculty search  
and recruitment process.   

 


