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Please review search process documentation on the Office of Human Resource Administration 
(HRA) website:   uri.edu/hr/ncsearch_process/  
 
Please refer to the collective bargaining agreement between the URI Board of Trustees and URI 
Chapter of the American Association of University Professors, Article 11 Selection and 
Appointment of Faculty Members, for contractual requirements concerning the faculty search 
process. 
 
Contact Robin Santini (HRA) with questions or to request a meeting to review the process.  
robin_santini@uri.edu  401.874.2456 
 
 
How to obtain approval to fill a position 
 

 Department contacts the Dean with a request to fill a position. 
 

 Dean seeks the position through the budget allocation process for new positions or 
seeks directly from the Provost for post/pre-allocation requests or to refill a newly 
vacant position. 

 
 After the Provost’s Office has authorized filling the position, The Office of Budget and 

Financial Planning produces a Request to Fill Form (RF1) for positions funded by 100, 
101, or 106 accounts that were awarded during the annual allocation process.  Business 
Managers should produce an RF-1 for positions awarded pre/post-allocation and the 
Dean emails the completed RF-1 to the Budget Office authorizing filling of position, 
certifying FTE and funding available.  

 
 If this is a new position, please initiate a Position Action Form.  

 
 Budget Office produces a blanket PAF for assistant teaching professors.  Business 

Managers produce a PAF for other new positions or vacant positions that need to be 
extended. 

  
Forms are available on the URI Office of Financial Strategy & Planning website:  
https://web.uri.edu/fsp/forms/ 
 
 
If an RF-1 was needed to initiate a search, Gail Henriques (HRA) will notify the department 
when the RF-1 has been approved. 
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How to initiate the search 
 

 Once the Request to Fill Form (RF-1) and Position Action Form (PAF), if necessary, have 
been approved, please proceed to the next step. 

 

How to formalize an updated Job Description 
 

 Regarding language to assist with recruiting a diverse applicant pool for Faculty 
postings, The Office of Human Resources, in consultation with the Provost’s Office and 
the Office of Equal Opportunity suggests the following language be included: 
 
In the introductory information: 

“The Department, College, and URI are committed to building and 
supporting a diverse, inclusive, and equitable community of students and 
scholars. 
 
We are seeking to attract a diverse pool of job applicants for this position. A 
key pillar of URI’s mission is to “inspire an enlightened community that is 
characterized by vibrant cultural diversity; that embraces difference; that is 
built upon a learning environment that fosters respect, understanding, and 
social justice; and that rejects prejudice and intolerance.” Our department 
seeks candidates who are committed to that mission.” 

In the Faculty Duties and Responsibilities:  

“Demonstrate effort to engage diverse students in teaching, research, and 
service.” 

In the Required Qualifications (as previously requested): 

“Demonstrated ability to work with diverse groups/populations.” 

In the Preferred Qualifications: 

“Demonstrated ability to contribute to Justice, Equity, Diversity and 
Inclusion.” 

 Determine and specify whether requirements are needed at time of application or time 
of appointment.  If not specified in the posting, the requirement will need to be met at 
time of application. 
 

 The designated Search Chair has position description approved by the Dean and then 
forwards it to Gail Henriques (HRA).  ghenriques@uri.edu  
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How to provide posting details 
 

 Once the job description is finalized, the Search Chair forwards the following 
information to Gail Henriques (HRA) and cc: Robin Santini (HRA) 

 
1. Please Indicate whether position is academic or calendar year. 
2. Please provide names of recommended search committee members  

(Please note search committee members cannot serve as a reference.  If a committee 
member is listed as a reference for a candidate selected for interview, they will need to 
recuse themselves from the search committee.  We cannot change references provided in 
the online application.) 

3. Please describe how you diversified the search committee.   
(e.g., demographics, various fields of study/specialties, various roles within university, 
various professional organization memberships – including subgroups focused on groups 
underrepresented within your department, various backgrounds regarding diversity & 
inclusion awareness) 

4. Please provide list of required documents to be submitted by each applicant 
 (e.g., cover letter, CV, references, diversity statement, etc.) 

5. Please provide list of the advertising outlets (for grant funded positions, include a Chartfield 
account # to be used to charge back advertising expenses). Please include how the 
committee will accomplish direct outreach:  
(e.g., conference outreach, professional associations, focused professional associations for 
demographic categories underrepresented in your department, outreach to people in the 
field, direct communication with possible candidates to encourage them to apply online, 
collaborate with college Assnt Dean – JEDI). 
HRA covers up to $900 of advertising expenses.  

6. Please provide Posting Timeline (e.g., application period, goal for completing applicant 
reviews, goals for hiring start date) 
 
 

The deadline for submitting applications online will be determined in consultation with the 
Search Chair.  The posting can have a defined closing date or be open until the position is filled.    
 
Once the posting details have been received, Gail Henriques (HRA) will create the electronic Job 
posting and email the Search Chair a preliminary copy of the electronic job posting. 
 
After the Search Chair confirms the Job Posting is correct, the Posting will be routed 
electronically within PeopleAdmin to Robin Santini (HRA) for approval. 
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HRA will then place (paid) ads in the authorized outlets, and the search committee will place 
(free) announcements for which they are responsible (e.g., listservs). All ads, postings, 
announcements will direct applicants to the appropriate web address to apply electronically 
(jobs.uri.edu). 
 
All Faculty positions must be advertised outside of the University unless this requirement is 
waived in writing by Anne Marie Coleman, Assistant Vice President, HRA for a specific 
search. 
 
Advertising for position vacancies must receive prior approval from HRA, signified by 
approval of the Job Posting. 
 
The Job Posting lists the duties and responsibilities according to the position description. 
HRA is available to assist in the development of recruitment efforts by providing general 
information on appropriate resources and special guidance for recruiting a diverse pool of 
applicants. The search committee is ultimately responsible for seeking out appropriate 
professional organizations, e-mail lists, associations, etc., that specifically serve professionals 
with an emphasis on members of underrepresented groups. 
 
The following statement must be included in all advertisements: 
 
"The University of Rhode Island is an equal-opportunity employer committed to the 
principles of affirmative action.  It is the policy of the University of Rhode Island to provide 
reasonable accommodation when requested by a qualified applicant or employee with a 
disability."  
 

Funding requirements for personnel vacancy advertisement expenses:  

1. For positions sponsored with restricted funds (grants, private money, etc.), the account 
supporting the position will be charged for advertising costs. 
 
2. All Ledger 3 and overhead accounts must incur the advertising costs for their vacancies.  
 
3. Advertising for State funded (Ledger 2) positions will be budgeted in a central account. 
The Office of Human Resources is responsible for administering this program. Expenditures 
for all costs up to $900 incurred for the approved advertising plan will be charged to this 
central account. Charges beyond $900 will be charged back to the department budget. 
These advertisements will not be placed until an appropriate account number has been 
provided for charges over the $900 limit. 
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In the event that resumes go directly to the Search Chair, including those submitted at 
conferences, it is the Search Chair's responsibility to advise these applicants to apply online 
(jobs.uri.edu). Applications are not accepted by email or postal mail. 
 
Upon completion of the online application, each applicant will receive an immediate electronic 
acknowledgment confirming successful application submission. 
 

 The search chair will need to set up a user account by going to jobs.uri.edu/hr. Please 
note: If you have served as a search chair since 2009, and have a user account, it is not 
necessary to create a new account. 

 
 Search Chair provides committee members with Guest User# and Password. 

(Search Committee members will be assigned a Guest User# and Password to enable 
them to view the resumes online. The Guest User # and password will be unique to each 
search, and permit viewing of applicants for that position only.  Gail Henriques (HRA) 
will provide the Search Chair with the Guest User information for the committee 
members.) 

 
 The link for viewing applications is:  jobs.uri.edu/hr 
 
 
 
How to prepare once posting is finalized  
 
The Search Chair should address the following topics with the search committee: 
 

1. Search Process overview and provide URI HRA website link for reference 
2. Search Committee responsibilities including confidentiality of process 
3. Position Description and Required Qualifications 
4. Posting Timeline (e.g., application period, goal for completing applicant reviews) 
5. Preliminary Interview Schedule (committee members coordinate and reserve time on 

calendars) 
6. Confirm and communicate individual roles within active recruiting strategy. 
(e.g., conference outreach, professional associations, focused professional associations for 
demographic categories underrepresented in your department, outreach to people in the 
field, direct communication with possible candidates to encourage them to apply online.  
(Please note search committee members cannot serve as a reference.  If a committee 
member is listed as a reference for a candidate selected for interview, they will need to 
recuse themselves from the search committee.  We cannot change references provided in 
the online application.) 
7. Hiring Manager expectations regarding communicating committee’s selection for 

interview and recommended hire 
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How to review applicants 
 
All search committee members should be actively involved in reviewing applications. 
Information regarding applicants is to be kept confidential and discussed only with committee 
members, the Dean, and Department Chair.  (This does not apply when finalists are being 
interviewed and a candidate is invited to give a public presentation, at which time their CV, etc 
may be shared with their permission.) 
 
Search committee members conduct their review by evaluating each applicant’s application 
and submitted materials based on the required/preferred qualifications advertised in the 
posting.  
 

 The search chair completes a master Applicant Evaluation Rubric based on the 
consensus of the search committee.  The rubric is available on the HR 
Employment/Recruitment website.  uri.edu/hr/ncsearch_process/ 

 
 
 
How to request interviews – Interview Pending 
 
Applicants chosen for interview cannot be lacking any required qualifications. 
An interview is not required for all qualified applicants. 
 

 The Search Chair indicates online in PeopleAdmin (jobs.uri.edu/hr) which of the 
applicants the committee wants to interview by changing their status to “Interview 
Pending” or “Hold for Later Consideration”. For applicants not selected for interview or 
hold, the Search Chair indicates "Not Interviewed/Not Hired" and uses the "drop down" 
list to choose and enter a specific non-select reason. (Please refer to the attached list).   

 
The Dean’s approval is required with a request to interview applicants. 
Please communicate with the Dean’s office to determine what the Dean requires to perform 
their review of your request to interview.  
 

 After the applicants have been updated online, the Search Chair then emails Robin 
Santini (HRA) with the title of the position and the Job Posting (F#), requesting approval 
to interview.  The Dean should be included in this email to document their approval, 
which is also required.  The completed applicant evaluation rubric should be attached to 
this email.   Please cc: Gail Henriques. 

 The completed master applicant evaluation rubric must be attached to the email 
requesting interviews. 
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Robin Santini (HRA) performs an equity review, utilizing an HRA EEO report of the applicants, 
and will contact the search chair via email to authorize interviews.  
 
Approval for interview includes all subsequent interviews, including initial interviews and final 
interviews.  
 

 Each member of the search committee should take notes during the interview process.   
 
NOTE:  Travel funds for candidates should be paid from vacancy or other funds available at 
the college level.  HRA does not handle funds for faculty candidate travel.  
 
References may be contacted at any time before or after the interview process.  If an applicant 
receives a poor or inadequate reference, that non-select reason is available in the drop-down 
menu in PeopleAdmin. If you wish to contact references not listed, approval must be granted 
by the applicant. 
 
If immigration status may be a factor for any of the applicants moving forward in the interview 
process, please contact Laura Kenerson, Director of Personnel Services (HRA) immediately.  
lkenerson@uri.edu  401.874.5271 
 
 
Per RI Gen Laws § 28-6-22 (a), Hiring Managers, Search Chairs and Search Committee Members 
should note they are not allowed to: 

(1) Rely on the wage history of an applicant when deciding whether to consider the 
applicant for employment; 

(2) Require that an applicant’s prior wages satisfy minimum or maximum criteria as a 
condition of being considered for employment; 

(3) Rely on the wage history of an applicant in determining the wages such applicant is to 
be paid by the employer upon hire; or 

(4) Seek the wage history of an applicant. 

Also, Per RI Gen Laws § 28-6-22 (c): 

Upon the applicant’s request, the Hiring Manager or Search Chair shall provide an 
applicant for employment the wage range for the position for which the applicant is 
applying, and the Hiring Manager or Search Chair should provide a wage range for the 
position the applicant is applying for prior to discussing compensation.  
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How to select a final candidate – Recommended for Hire 
 

 After interviews have been conducted, the search chair will provide the Dean with the 
committee’s recommendations regarding who to offer the position.  The Search Chair 
should update the successful applicant to Recommended for Hire and inform Anne 
Marie Coleman and Robin Santini (HRA) of the recommended hire.  Once an offer is 
accepted, the Search Chair should update the remaining applicants’ status by indicating 
the select/non-select reasons online in PeopleAdmin (jobs.uri.edu/hr).  Please include 
the Dean in this recommended hire notification email so we have documentation of the 
Dean’s approval.  Please note, HRA approval is no longer required for the recommended 
hire, however we need to be informed of your selection.  
 

The Provost’s Office must approve the offer letter and any start-up commitments prior to a 
formal offer being made to a candidate. 
 

 A compilation of the committee’s interview notes must be sent via email to Robin 
Santini to maintain with employment activity records.   

  
NOTE: It is important to notify the HRA Office, Anne Marie Coleman and Robin Santini, as to 
whether the candidate accepts or declines the offer, or if the search has failed with a request to 
cancel.  Please cc: Gail Henriques. 
 
 

 Once an offer is accepted, the successful candidate must be the only remaining 
applicant in the active workflow in PeopleAdmin.  If it is an “open until filled” posting, 
please communicate with Gail Henriques and Robin Santini (HRA) to close the posting. 

 
As soon as the department is in receipt of a signed offer letter, an Employee Action Form (EAF) 
should be initiated by the Department.  A copy of the offer letter must be attached to the EAF 
in HR e-campus. 
 
(Note: please indicate the job posting number (F#) in the appropriate field provided on the 
EAF).  
 
 

 A copy of the signed offer letter and new hire’s CV should be sent to Lou Ann 
Diomandes (ldiomandes@uri.edu) in the Provost’s Office. 

 
 
Once HRA is in receipt of a signed offer letter, a "New Employee Packet" will be forwarded to 
the individual. An appointment will also be scheduled to meet with the individual to complete 
the required paperwork and to discuss benefits. 
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When HRA receives the fully approved Employee Action Form, HRA will identify the search as 
filled in PeopleAdmin, resulting in system -generated emails being sent to all applicants not 
selected for the position.  
 

 It is the search chair’s responsibility to notify candidates who were interviewed but 
not selected for the position, even though they will also receive the system-generated 
email.   

 No announcements should be made regarding the successful candidate until all other 
interviewees have been notified they were not selected. 

 
 
NOTE REGARDING GRANTS: If you would like to request a waiver of the search process for an 
individual who is a principal investigator or co-principal investigator, please proceed as follows: 
Forward a written request to Anne Marie Coleman or Laura Kenerson explaining the nature of 
the grant work and specifying the name(s) of the individual(s) identified in the grant as the PI or 
Co PI. Please attach the following to your request: copies of the pages from the approved grant 
proposal confirming the name(s) of the PI and/or Co-PI; a copy of the HR-approved job 
description; and the individual's resume. HRA will be responsible for requesting approval from 
the appropriate union. 
 
 
 
 

 
Rev 3/2024 
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APPLICANT STATUS NON-SELECT REASONS: 
 
 
FACULTY & PROFESSIONAL STAFF HISTORICAL POSITIONS 
 
Lacks/weak in required qualification #1 
Lacks/weak in required qualification #2 
Lacks/weak in required qualification #3 
Lacks/weak in required qualification #4 
Lacks/weak in required qualification #5 
Lacks/weak in required qualification #6 
Lacks/weak in required qualification #7 
Lacks/weak in required qualification #8 
Lacks/weak in required qualification #9 
Lacks/weak in required qualification #10 
Lacks/weak in required qualification #11 
Lacks/weak in required qualification #12 
Lacks/weak in required qualification #13 
Lacks/weak in required qualification #14 
Lacks/weak in required qualification #15 
Lacks/weak in required qualification #16 
Lacks/weak in required qualification #17 
Lacks/weak in required qualification #18 
Lacks/weak in required qualification #19 
Lacks/weak in required qualification #20 
 
Application received after first consideration date 
Application received after second consideration date 
Candidate withdrew/Not interested in position 
Application incomplete 
Offered/accepted another position 
Offered/but refused position 
Poor/inadequate references 
Posting cancelled 
Minimum qualifications, not as strong as other candidates 
Qualifications not as strong as candidate selected 
Non-URI employee 
Deceased 
Cannot meet applicant’s salary request 


