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UCF   Faculty Search & Screening Process
 

Faculty Offer Documenta�on Checklist – OIE Review 
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

 

Purpose: To provide guidance on the required documenta�on that needs to be submited with the offer for Office of 
Ins�tu�onal Equity review.  Documents must be atached in Workday to the selected candidate’s profile under the 
“Atachments” tab, “Other Documents” sec�on.  This checklist is for informa�onal purposes only and should not be included 
with the other required documenta�on below. 

Search Commitee Mee�ng No�ces 
• Need no�ces for every search commitee mee�ng held including charge mee�ng.
• Search commitee mee�ng no�ce form can be found here:

htps://oie.ucf.edu/documents/RequestSearchNo�ce.pdf
• For further informa�on refer to page 13 of the Search and Screening Guidelines:

htps://www.oie.ucf.edu/documents/SearchScreeningGuidelines.pdf
Search Commitee Mee�ng Minutes 

• Need minutes for every search commitee mee�ng held including charge mee�ng.
• Search commitee mee�ng minute templates can be found here:

Ini�al Charge Mee�ng:  htps://www.oie.ucf.edu/documents/SearchCommiteeMee�ngMinutes-
Ini�alCharge-Template.pdf
Search Mee�ngs: htps://www.oie.ucf.edu/documents/SearchCommiteeMee�ngMinutes-Search-
Template.pdf
Final Mee�ng: htps://www.oie.ucf.edu/documents/SearchCommiteeMee�ngMinutes-FinalMee�ng-
Template.pdf

• For further informa�on refer to page 13 of the Search and Screening Guidelines:
htps://www.oie.ucf.edu/documents/SearchScreeningGuidelines.pdf

Reference Checks 
• Faculty hires (internal and external) require a minimum of three reference checks; two or more must be

phone references, the third maybe a leter of reference less than one year old.
• College/Division may choose to complete phone references via hard copy forms or complete them

electronically through Workday as an alterna�ve.
• Faculty employment phone reference form can be found here:  htps://hr.ucf.edu/wp-

content/uploads/sites/17/Faculty-Employment-Reference-Form-1.pdf
• For further informa�on refer to page 22 of the Search and Screening Guidelines:

htps://www.oie.ucf.edu/documents/SearchScreeningGuidelines.pdf
Secondary Job Adver�sements/Outreach 

• Copies of adver�sements and/or other outreach efforts by the hiring college/division must be included.
Adver�sements/outreach should match what was noted on the final recruitment plan submited during the
crea�on of the job requisi�on/pos�ng.

Official/Unofficial Transcript (If provided at �me of offer) 
• Official/unofficial transcript if provided by the selected candidate at the �me of offer/appointment.
• If transcript is from a non-U.S. ins�tu�on it requires a U.S. equivalency evalua�on acceptable to the

university.
OIE Approved Waivers and/or Request for Exemp�on from Pos�ng Form 

• Copies of approved OIE waivers/emails (pool diversity and/or less than three finalist interviews).
• Copy of approved OIE Request for Exemp�on from Pos�ng Form (per needed categories).
• OIE Request for Exemp�on from Pos�ng Form can be found here:

htps://www.oie.ucf.edu/documents/Reques�orExemp�onfromPos�ngForm.pdf
Revised Recruitment Plan Form 

• If changes were made to the Recruitment Plan Form a�er its ini�al submission during the job requisi�on
stage, a revised form will need to be uploaded for review.  Updates to form may include changes to search
commitee members, secondary job adver�sements/outreach, etc.

• Recruitment Plan Form can be found here:
htps://www.oie.ucf.edu/documents/RecruitmentPlan.pdf
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