PROCEDURES FOR RECRUITMENT
Clinical Practice Physician Appointments (CPP)


1. Chair completes and signs LCOM recruitment documentation below and submits to Dean’s Office via PeopleAdmin recruitment action:
· Complete PeopleAdmin tabs in action.  Select the appropriate job code:
0973 Clinical Prac Physician-CVMC
0974 Clinical Prac Physician-CVPH
0975 Clinical Prac Physician-ECH 
0966 Clinical Prac Physician -UVMMC or General/not part of Network

Attach in PeopleAdmin:
· Search Plan 
· Position Description/Ad
· Contact Letter
· Letter to Dean from Chair.  Chair must sign the letter.
Attach in email to Jeanna Page in the Dean’s Office:
· UVMMG Business Plan and Approval Email 
· LCOM Request For Position Form

2. Dean’s Office approvals as appropriate:
· Sign off by Associate Dean for Faculty 
· Senior Associate Dean for Research
· Sign off by Senior Associate Dean for Finance & Administration
· Senior Associate Dean for Finance & Administration reviews with Dean to obtain signature.

3. Dean’s Office submits action (excluding LCOM Request for Position and UVMMG documents) to Provost’s Office.  When receiving a CPP action, the Provost’s Office will process without review/approval of the action. Notification is received electronically via PeopleAdmin.  

4. Department initiates the search.  

5. Post position internally and externally at all of the locations outlined in the Search Plan.  Keep copies of the external ads as they will be included in the Interview Authorization. 

6. Provide UVM Affirmative Recruitment Guidelines document and list of legal and illegal interview questions to committee members. Managing Bias eModule training link will be sent to committee member UVM email addresses if they have not already completed the training.  Committee members need to complete the training before reviewing candidate materials.

7. Applications are reviewed by the search committee.  

8. PeopleAdmin steps in the PeopleAdmin Mini Manual should be followed to change candidate statuses.  Candidates you wish to invite for on-campus interviews need to complete criminal conviction step.  

9. Chair completes and signs the “Interview Authorization Form” (prior to scheduling interviews) and submits to Dean’s Office via PeopleAdmin for approval by the Associate Dean for Faculty.  Interview Authorizations are only needed for on-campus interviews.  They are not needed for virtual screening interviews with the committee members.

10. Dean’s Office submits to Provost’s Office for approval where it will be processed without review/approval.  Provost approval is received electronically via PeopleAdmin.

11. Be sure you review the criminal conviction question responses.  If no concerns, schedule on-campus interviews.

12. Interviews are scheduled by Department.  Search Committee selects finalists and presents to Chair.  

13. Hiring manager conducts reference checks on finalist(s).  A minimum of 3 references is required.

14. Chair completes and signs the “Appointment Authorization Form” (prior to employment offer) and submits to Dean’s Office via PeopleAdmin for approval by the Associate Dean for Faculty.  

15. Dean’s Office submits to Provost’s Office where it will be processed without review/approval of the action.  Notification is received electronically via PeopleAdmin.

16. Chair negotiations.  Must match with recruitment plan on LCOM Request for Position form.

17. Chair initiates appointment letter and ePAR and sends to Dr. Jason Sanders via email for his signature.  Dr. Sanders returns to department.  Department submits to Jeanna Page in the Dean’s Office via email for approval by the Senior Associate Dean for Finance & Administration who reviews with the Dean and obtains signature.  

18. Once Chair’s Office receives letter signed by Chair, Dr. Sanders and Dean, Chair’s office will send letter to candidate along with Employee Information Form and Statement on Medical Professionalism and Tenets of Professionalism.  

19. Once candidate has signed the letter and returned completed employee information form, Chair’s office will attach signed appointment letter and completed Employee Information Form to ePAR and submit to the Dean’s Office.  Following Dean’s Office approval, ePARs are routed to Faculty Services and Payroll for approval.  Note:  Chair’s office must be cognizant of the UVM payroll deadlines to ensure that the letter and completed materials arrive in the Dean’s Office prior to the individual’s hire date and associated payroll deadline.

20. Chair’s Office should register individual for UVM New Employee Orientation.  

21. Chair’s Office is responsible for completion of I-9 within 3 business days of the employee’s hire date. 

22. Complete PeopleAdmin steps to finalize the recruitment process.

23. Prepare in consultation with department chair and colleagues, an onboarding plan.
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