
ACCEPTED OFFER -
Department submits ePAR

with Appointment Letter and
Employee Information Form
(EIF) attached to the Dean's

Office

LCOM Non-Tenure Pathway Recruitment
Workflow

LEGEND

Negative workflow

Positive workflow

NOT/PARTIALLY APPROVED  Faculty Services 

Dean's office

 Department/Search Committee

POSTED IN UVMJOBS.COM 

**NOTE:
1. Any changes during the process, needs Unit Dean's approval.

2. NOT ACCEPTED OFFER: In cases where only one candidate was put forth for either Campus Interview Authorization or Appointment Authorization,
Unit must restart process from Campus Interview Authorization or Appointment Authorization for Unit Dean's review and approval.

NOT APPROVED goes
back to

Department/Search
Committee for Revision

Dean's Office reviews and
communicates decision to

Department/Search
Committee via

PeopleAdmin whether the
Campus Interview
Authorization is

APPROVE or NOT

APPROVED -
DEPARTMENT POSTS

POSITION IN
UVMJOBS.COM

NOT/PARTIALLY APPROVED Action goes back
to Department/Search Committee for Revision

NOT APPROVED Action goes back to
LCOM Dean's Office for Revision

NOT APPROVED goes
back to

Department/Search
Committee for Revision

Dean's Office reviews and
communicates decision to

Department/ Search
Committee via

PeopleAdmin whether the
Appointment

Authorization is
APPROVE or NOT

 Department/Search Committee
submits Action in PeopleAdmin to

Dean's Office for review and
approval.

1. Recruitment/Search Plan
2. Position Description
3. Dean Letter from Chair

Provost's office

APPROVED Action - Search Committee Initiates
Recruitment Plan

1. Search Committee EO Affirmative Recruiting
Training
2. Advertisement & Outreach
3. Reviews Applications - Creates Long List
4. Long List Interviews - May include:
phone/Zoom/MS Teams interviews, airport
interviews, solicitation of additional materials, and
other appropriate screening method
5. Interviews at Professional Meetings
6. Creates Short List for on-campus interviews

- Department/Search Committee must complete the
Campus Interview Authorization tab in
PeopleAdmin, and submits Campus Interview
Authorization Request via PeopleAdmin to the
Dean's Office for review and approval.

Provost reviews

 APPROVED -
Letter SIGNED by
Provost and sends

back to Faculty
Services

NOT ACCEPTED OFFER &

FAILED BACKGROUND
CHECK

- Department submits New
Appointment Authorization
Request if one not already in

place for next finalist. If
Appointment Authorization

already in place, Department
submits New Appointment
Letter/Hiring Proposal to

Dean's Office for review and
approval

Dean's Office reviews and
sends Appointment

Letter/Hiring Proposal,
if APPROVED, to Faculty

Services

Faculty Services reviews
and if APPROVED,

initiates Background
Check and sends to

Provost for review and
approval

Faculty Services sends
signed APPOINTMENT
LETTER to Department

and LCOM Dean's Office

 APPROVED - Department/Search
Committee

- Interviews finalists on campus
- Initiates Reference Check (if right
time)

- Once finalist is identified,
Department/Search Committee must
complete Appointment
Authorization tab in PeopleAdmin,
and submits Appointment
Authorization Request via
PeopleAdmin to the Dean's Office for
review and approval.

SIGNED
APPOINTMENT

LETTER - Department
sends to Candidate for

SIGNATURE

APPROVED - Faculty Services
reviews and communicates
decision to Dean's Office &

Department via PeopleAdmin
whether the Action is

APPROVE or NOT

NOT APPROVED goes back to Department/ Search
Committee for Revision

NOT APPROVED goes back to LCOM Dean's Office for
Revision

APPROVED - Dean's Office 
moves Action through in
PeopleAdmin to FacultyServices

APPROVED -
Department/Search

Committee drafts and
submits signed
Appointment

Letter/Hiring Proposal
to Dean's Office for
review and approval
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