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Office of the Provost

Overall University responsibility for 

recruitment, search

and selection of faculty.

All faculty positions and 

appointments system-wide, 

specifically including tenure & 

tenure-track, require final approval

from this office. 

Appointing Authority

Determine the needs of the vacant 

position and appoint a diverse, fair 

and equitable Search Committee. 

Ensure the area’s or college’s 

recruitment processes are in 

alignment with the University’s 

policies and goals of identifying and 

recruiting a highly qualified and 

diverse individual.

Broadly 
Represen-

tative of WSU

Variety of 
Perspectives

Diverse Group 
of Individuals

Office of the 
Provost

Appointing 
Authority

Search Chair

Search Committee 
Members

Search Support

o

o
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Hire the Best
o

o

o

o

WSU’s Strategic Plan

Preparation 
Details

o

o

o

o

o

o

https://strategicplan.wsu.edu/
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Search 

Expectations

o

o

o

o

o

Notice of 
Vacancy



o

o

o

o

Notice of 
Vacancy



o

o

o
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Evaluation 
Tools



o

o

o

o

o

o

PHASE 1: Preparation

Appointing Authority (or designee)

Search Chair/Search Committee

Search Support

Human Resource Services

International Programs

• Sets the Charge

• Outlines Search Expectations

• Preparation tasks and responsibilities

• Administrative tasks

• Inputs posting in OPDRS

• Guest accounts set-up

• Serves as a resource

• May review draft advertisements for 

Tenure/Tenure-track teaching positions

Prepare for 
the Search

Advertise & 
Outreach

Screen & 
Interview

Perform 
Reference & 
Background 

Checks 

Hire & 
Onboard

http://hrs.wsu.edu/FRTK%20Main
http://hrs.wsu.edu/utils/File.aspx?fileid=6224
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Outreach 
Strategy

o

o

o

o

Recruitment Periods

National 30 calendar days*

NW Regional 21 calendar days

Statewide 21 calendar days

Local 14 calendar days

*Required for tenure-

track/tenured positions

Length of

Recruitment

Advertisements



o

o

o

http://hrs.wsu.edu/FRTK%20Main
http://hrs.wsu.edu/FRTK%20Main
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o

o

o

o

o

OPDRS

Posting
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FEDERAL LAWS

Title VII of the Civil Rights Act

Age Discrimination in 

Employment Act

American with Disabilities Act  

Rehabilitation Act

Genetic Information Non-

Discrimination Act

• Race

• Color

• Religion

• Sex

• National Origin 

• Age

• Disability

• Genetic Information

STATE LAWS

WA State Law 

Against Discrimination

WSU POLICIES

Policy Prohibiting Discrimination & 

Sexual Harassment, EP #15

•

•

•

•

•

•

• Sexual Orientation

• National Origin

• Veteran Status

• Military Status

• Disability Status

•

•

•

State Laws

WA State House Bill 1696 1. Employers may not seek the wage/salary history of an 

applicant, either from the applicant or their current or 
former employer, except as allowed in #3 below

2. Employers may not require applicants’ prior wage/salary to 

meet certain criteria, e/g/ meet a certain level or threshold

3. To facilitate the employment process, employers may

confirm an applicant’s wage or salary history only

1. If the applicant has voluntarily disclosed their wage or

salary history, or
2. After the employer has negotiated and made a job 

offer, including the amount of compensation, to the 

applicant

4. Post offer, employers must provide the minimum wage or 

salary for the position for which the applicant is apply (upon 

applicants request)
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





•

•

•

•
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Candidate 
Evaluation

o

o

o

o

o

o

o

o

o

Candidate 
Evaluation

o

o

o

o

o

Vetting of the 
Applicants
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o

o

o

Refer to Sample Interview Questions

Development 
of Interview 
Questions

o

o

o

o

Refer to the Pre-employment Inquiry Guidelines | BPPM 60.80 

Interview 
Questions

o

o

o

o

o

o

o

o

Screening 

Interviews

http://hrs.wsu.edu/File/Sample%20Interview%20Questions.pdf
http://public.wsu.edu/~forms/PDF/BPPM/60-08.pdf
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o

o

o
Reference 

Checks

http://hrs.wsu.edu/FRTK%20Main
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o

o

o

Reference 
Checks

Reference and/or background checks 

should not be replaced with internet 

searches. 

o Internet Searches

o Google

o Social Media

If departments find something of concern 

during an internet search they should notify 

HRS.

Internet 

Searches

Background Checks

Offer may be contingent upon a 

successful completion

Background check components

Conducted on top 1-2 finalist(s)

http://hrs.wsu.edu/FRTK%20Main
http://public.wsu.edu/~forms/HTML/BPPM/60_Personnel/60.16_Background_Checks.htm


14

W A S H I N G T O N  S T A T E

U N I V E R S I T Y

Personnel File

Top Finalists

Current or former employees

Search Chair or Supervisor 

may review

Visit HRS to review file

o

o

o

o

o

o

o

Hire

Recommendation 
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Notify 
Candidates

o

o

o

HRS Templates: Faculty Recruitment Webpage 

Records

Retention

o

o

o

o

o

o

o

o

University Records – Retention & Disposition, BPPM 90.01 

Onboarding 

Process

o

o

o

o

New Employee Orientation (HRS)

New Faculty Orientation (Provost’s Office)

http://hrs.wsu.edu/FRTK%20Main
http://public.wsu.edu/~forms/HTML/BPPM/90_Records/90.01_University_Records--Retention_and_Disposition.htm
https://hrs.wsu.edu/New%20Employees
http://faculty.wsu.edu/new/orientation/
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