
LADDER-RANK RECRUITMENT FLOW CHART

Dean’s approval to begin search granted

Flyer submitted to Dean by department

Dean approves flyer
Forwarded to Academic Personnel Office (APO)

APO produces flyer and availability statistics 
Checks flyer for conformance to law and policy

Department forwards Search Plan (Part A) to APO

APO reviews Search Plan for scope of advertising 
and outreach efforts

Forwards to Dean for approval 

Dean reviews and approves Search Plan 
Search Plan returned to APO

EEO/AA & APO conduct Fall briefings with search 
committee chairs and diversity liaisons

Search closes or initial review date passes
Department screens applicants based on advertised 

criteria

Department forwards Applicant Screening (Part B) to 
APO

Dean compares applicant pool to availability data
Reviews and approves candidates to be interviewed

Returns approved Applicant Screening to APO

APO reviews applicant screening comments specific to 
the individual and the Affirmative Action /Equal 

Employment Opportunity requirements of the job 
description and enters applicant data

Forwards to dean for approval

Department begins interviewing

Dean reviews and approves Final Candidate Ranking

APO reviews documented basis for 
selection and ranking 

Forwards to dean for approval

Department submits Final Candidate Ranking (Part C) 
noting who will be proposed for appointment

Secondary choices may also be indicated

Department advised they can 
forward appointment file 

Appointment file cannot begin review until the 
Recruitment Record has been approved

Assistant Vice Chancellor for APO 
reviews and approves 
Recruitment Record

Department begins recruitment
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