Guidelines for Using Search Firms for Faculty Recruitment at the University of Alabama at Birmingham (UAB)

From time to time, departments may choose to work with executive search firms to recruit for hard-to-fill or highly specialized faculty positions; or administrative/faculty positions such as department chairs and directors.  When the need arises to employ the services of a search firm for faculty recruitment at the University of Alabama at Birmingham, the following guidelines and procedures apply:

1. Make sure that all university, school, college and UAB Libraries policies and procedures have been followed to secure approval to recruit for the faculty position. This includes processing a recruitment request through UAB PeopleAdmin.

2. Ensure that the search firm adheres to the university’s guidelines for recruitment and hiring, as well as its commitment to diversity, equity and inclusion in its faculty recruitment and hiring process.

a. The university’s Diversity and Inclusion Statement must appear on al print and electronic advertisements.
b. Effort should be made to ensure that a diverse and inclusive candidate pool is identified for the position.
c. Advertisement placements should appear in publications and resources that have a reach to diverse, inclusive, and underrepresented applicants.
d. The Request to Recruit (Requisition) and advertisement content must be approved by the appropriate Equity Advisor and the Office of the Vice President for Diversity, Equity & Inclusion before the search commences.

3. The Search Committee Chair will work with the appropriate departmental/unit contact person who will be responsible for originating the position requisition in UAB PeopleAdmin; which allows for applicant status (disposition codes) updates and interview recommendations.

a. Search Committee members should also be added to the recruitment requisition which allows them to review and evaluate candidates in UAB PeopleAdmin.
b. Search Committee Resource: (link here)

4. Ensure that the university’s procurement rules and procedures are followed with regards to engaging with and entering into a contractual agreement with the search firm.

5. Please review the Search Firm Guidelines provided by UAB Human Resources for additional resources. http://www.uab.edu/humanresources/home/recruitmentservices/search-firm-guidelines

6. Open the faculty recruitment requisition in UAB PeopleAdmin; including routing the position advertisement for review and approval by the Equity Advisor (formerly Affirmative Action Officer), Dean, and Provost; ensuring that it includes the required university content and meets all university standards.

7. No faculty recruitment advertisement should be placed by the search firm on behalf of a department, before the advertisement has been fully approved according to UAB procedures and guidelines, which includes review and approval from the Equity Advisor, Dean’s Office and Provost.

A. If the search firm is responsible for drafting or writing the position announcement and/or job description, the hiring department must make sure that the faculty advertisement includes all required university elements and meets university standards. Faculty advertisement guidelines and requirements can be found here.

B. The advertisement must still be approved using the university’s process for faculty recruitment (submission of faculty requisition through UAB PeopleAdmin).

8. The hiring department must communicate with the search firm that faculty applicants must apply through UAB PeopleAdmin. Although the search firm may do the leg work of finding candidates for the position, the search firm should ultimately ask candidates to apply directly in the university’s electronic system.

A. To help facilitate this process, the search firm representative is given “guest user” access to UAB PeopleAdmin for the specific requisition/recruitment only: 
a. Which allows the search firm representative to review applicants as they apply.
b. The Search Firm provides candidates with a direct link to the position posting at UAB Faculty Jobs to make for easier application.

B. Additionally, when the search firm is given “guest access” to UAB PeopleAdmin, it allows the search firm to:
a. Ensure that the applicant list is complete,
b. Manage the status of each applicant,
c. Report all efforts of recruitment activity, and
d. Report the process used to determine who would be interviewed.

C. Faculty Affairs can establish a “How did you hear about this faculty employment opportunity?” using the Supplemental Questions Tool within UAB PeopleAdmin that will allow for tracking of candidates from the search firm.

9. In some instances, the search firm will post the faculty position on their company Web site.  The hiring department should work with the search firm to make sure that the advertisement meets university guidelines and requirements. 

10. Representatives from the executive search firm can be given guest or temporary access to a faculty recruitment requisition in UAB PeopleAdmin for the purpose of viewing and managing applicants. Please contact Faculty Affairs at facultyaffairs@uab.edu for additional guidance.


11. OTHER CONSIDERATIONS:

A. A Hiring Proposal must be initiated by the Search Chair/Hiring Manager within UAB PeopleAdmin before a formal offer of employment can be extended to the finalist candidate.

B. After the finalist candidate accepts the employment offer, the hiring department must ensure that all recruitment/search records for all candidates have been managed/closed out properly in UAB PeopleAdmin; 
1. Ensure that the EEO Reporting is complete.

D. In some instances, search firms may wish to collect all applicant materials initially and direct only qualified and considered individuals to submit an online application. 
i. The search firm representative can retrieve the unique posting link from UAB PeopleAdmin to provide to candidates.
ii. Items A and B also apply in this scenario.


FACULTY RECRUITMENTS WITH TENURE OR AT RANK OF PROFESSOR
Faculty appointments that include tenure or are at the rank of Professor with or without tenure, even when a search firm is employed to assist in the recruitment process, must adhere to the Faculty Handbook, as well as, university, school, college and departmental guidelines with regard to review and award of tenure and appointment to the rank of Professor.
Hiring departments should seek advisement and guidance from their respective Dean’s office and or Faculty Affairs Committee to ensure that the proper procedure is followed when a search firm is employed for this type of faculty search.
Please contact Faculty Affairs of the Office of the Provost (205-934-0513) with any questions regarding the process, procedures, or guidelines for employing an executive search firm for faculty recruitment.  Additionally, Faculty Affairs can assist departments and faculty search committees with identifying executive search firms.

SAMPLE SEARCH FIRM CONTRACT LANGUAGE
[UAB – use whatever term is in contract for UAB] utilizes an electronic tracking system (the” ATS”) for all faculty applications. Currently, the ATS is PeopleAdmin. [Contractor – use whatever term is in contract for the search firm] will require that all applicants for the position(s) covered by this agreement apply to the ATS, utilizing a direct portal to the ATS provided by the hiring department or other unit of [UAB]. [UAB] will provide limited access for authorized representatives of [Contractor] to the ATS as guest users solely for the purpose of, and limited to the period of time of, reviewing applications and related applicant data for the search covered by this agreement. [Contractor] will cause all of its authorized representatives utilizing the ATS to comply with all security procedures for the ATS.
The ATS provides a system for applicants voluntarily to self-identify race, ethnicity, gender, and certain other information. [Contractor] will provide notice to all applicants that such system is voluntary and will be used only in accordance with applicable law, including that failure to so report will not subject any applicant to adverse employment action.
[Contractor] will include the following language in any advertising, electronic or otherwise, for the position covered by this agreement:
UAB is an Equal Opportunity/Affirmative Action Employer committed to fostering a diverse, equitable and family-friendly environment in which all faculty and staff can excel and achieve work/life balance irrespective of, race, national origin, age, genetic or family medical history, gender, faith, gender identity and expression as well as sexual orientation. UAB also encourages applications from individuals with disabilities, and veterans.
[Contractor] will also advise all applicants that a pre-employment background check investigation will be performed on all candidates selected for employment, the results of which investigation must be satisfactory to [UAB] if an offer of employment is to be effective. 


References:
Ohio University, Search Firm Guide:  Tips and Techniques for Using Search Firms.
Wright State University, Competitive Search Using Search Firm.
University of Alabama, Web site: CONDUCTING EFFECTIVE SEARCHES FOR FACULTY AND STAFF JOB OPENINGS PART TWO




LIST OF SEARCH FIRMS/VENDORS
Note:  This list of executive search firms is presented in no particular order of preference, but it represents those firms that have been previously engaged in other faculty searches by departments at UAB.

KORN FERRY
KOYA LEADERSHIP PARTNERS
ASSURGENT MEDICAL SOLUTIONS, LLC
PARKER EXECUTIVE SEARCH
GREENWOOD, ASHER & ASSOCIATES
WITT-KIEFFER
ACADEMIC KEYS
RUSSELL REYNOLDS ASSOCIATES
ACADEMIC CAREER AND EXECUTIVE SEARCH
GENTRY
AGB SEARCH

Additional resources are available at the American Council on Education:
http://www2.acenet.edu/resources/esr_members/index.cfm?spec=CHAIR

The Office of the Senior Vice Provost 
Guidelines for Using Search Firms for Faculty Recruitment 		9/11/2020
