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SHIFT | Faculty Search Documentation Checklist for Workday Upload
This checklist serves as guidance for search committees and Talent Acquisition Consultants (TAC) to ensure all required documentation is properly uploaded to Workday at the completion of the faculty search process.

Important: Only the Talent Acquisition Consultants (TAC) can upload documentation to Workday for records retention.

Required Documentation (Minimum to meet requirements of SHIFT Framework)
· Faculty Search Report
· Complete report using the required SHIFT template.
· All sections must be finalized, including:
· Search Information
· Search Summary
· Academic Hiring Posting Profile
· Already exists in Workday from the posting process.
· Do NOT upload again after search completion.
· Evaluation Rubric
· Upload one collective rubric summarizing committee feedback for each evaluative round:
· Applicant Review
· Virtual Interview
· On-Campus Interview
· Must include:
· Defined rating scale (used consistently)
· Evaluation criteria for each round
· Do NOT upload individual committee rubrics (these are considered personal notes should be destroyed upon the completion of the search process).
· Recommended: Use SHIFT Faculty Search Evaluation Rubric Template (units may use their own version, however criteria and scales must be documented).
· Letter of Offer
· Final offer letter (using required SHIFT template) and any addenda.
· Typically, already in Workday via HR; do NOT duplicate upload.

Additional Documentation (If Applicable)
· OAA Approved Search Waiver
· Memorandum of Understanding (MOU) for joint appointments
· Documentation of any completed optimal practices (continue to page 2)





Optimal Practice Documentation (Upload Documentation for each completed)
· Recruitment Timeline
· Strategic Outreach & Recruitment Plan (including advertising strategy)
· Charge Meeting Agenda
· Candidate Disposition Tracker
· Already exists in Workday once TAC dispositions candidates based on the information from the tracker provided. Do NOT upload again after search completion.
· Definition of Excellence
· Unit Roles & Responsibilities Document
· Documentation of additional university training(s) completed
· SHIFT Interview Guide Template(s) – all rounds
· SHIFT Debrief Meeting Evaluation Summary
· Qualtrics Survey Template & Results
· SHIFT Interview Itineraries – all rounds
· Recordings - Any aspects of the evaluation process that was recorded (virtual interviews, job talks, etc.)
· SHIFT Reference Check Template (for any candidate that has a reference check completed; hired, or not hired)
· Search Committee Recommendations to CEF and/or Department Chair/Director/Regional Dean
· Vote Outcome of the Committee of Eligible Faculty (CEF)
· Term sheet outlining offer elements prior to verbal offer
· Search Committee Notes (Personal notes not intended to be shared with others do not need to be collected or retained. However, if an interviewer or search committee member shares their personal notes with anyone or prepares the notes for the purpose of documenting the interview for review by others, then the notes must be collected and uploaded to Workday.)
· Other Documentation of Optimal Practices that is created or used beyond individual use (i.e., self-created checklist made by the search committee chair and never shared with the committee is considered a personal note and is not an optimal practice)

Reminders
· Upon completing each search, materials as outlined above are uploaded to Workday. 
· If applicant materials are a part of the digital search folder, they do NOT need to be included as these materials already exist in Workday. 
· Workday serves as the system of record and is maintained in accordance with the university’s records retention schedule. 
· Once uploaded, the digital search folder should be destroyed including personal notes (individual rubrics, informal comments not shared).
· Maintain confidentiality and privacy for sensitive documents.
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