Clinical Faculty Recruitment Check List
Request to Recruit Submission
· Complete the online request to recruit form found on the School of Medicine website.  
Go to:  http://www.hsc.wvu.edu/som/administration/somPolicies.aspx  and select “New Recruitment Request Form” under the section on forms.
· Complete a Narrative Summary (this is a change from past procedure.  All requests should now include a narrative summary, regardless of their classification)
Narrative Summary should contain the follow points:
· Is this position a new position that fills a clinical gap or program expansion?
· Explain your salary computation.  Exactly what specialty or subspecialty was used in both AAMC and MGMA compensation surveys?
· Explain the calculations and assumptions used to determine incentive comp determination.

· Explain the calculations and assumptions made for the professional billings and collections.

· Explain the financial impact to the Hospital/WVU Healthcare for this position (downstream effect from Hospital data).
· List and explain any other revenue sources, e.g. increased clinical outreach; new business; research monies; alternate funding (research corp/WVU foundation).
· Submit the above completed items (New Recruitment Request Form & Narrative Summary) via email to Melissa McCoy, Darin Rogers, Marlene Hogan, Julie Green and Laura Blake.
· If the request to recruit form is incomplete, it will be returned to the department with notes regarding the missing or needed information.  The request form must then be re-submitted.
· We are committed to having a final decision on the request to recruit within 10 working days from submission, unless it has been returned to the department which will restart the timeline.
Offer Letter Submission
· Submit SSAR to:

· Norma Tennant ntennant@hsc.wvu.edu
This should be submitted as soon as possible, even if you are still working on the offer letter.

· Draft offer letter using the “template” from the School of Medicine website.  All offer letters must use current templates from the website.

Go to:  http://www.hsc.wvu.edu/som/administration/somPolicies.aspx .
All draft offer letter packets must include all of the following documents:

· Draft offer letter with Department Chair/Center Director’s signature. (use template)

· Candidate’s CV.

· Completed faculty application form. (use template)

· Copy of approved Request to Recruit form 
· Fully executed SSAR (with time sensitive issues, the SSAR may be submitted to Norma simultaneously, however the offer letter will NOT be approved until the SSAR is complete).
· Submit “blue sheet” with base compensation calculation and productivity target to ensure offer is compliant with the current faculty compensation plan.

· Submit these items electronically to Julie Green, Marlene Hogan and Laura Blake.  You may also submit a hard copy of the offer letter to Marlene Hogan to expedite signatures should the draft offer be approved without revisions.
· When draft offer letter is approved, submit ORIGINAL offer letter with Department Chair/Center Director’s signature.

· The Dean’s Office will review and determine viability of all offer letters within 10 working days from submission.  If the offer letter is returned for re-working, the time line will begin again.
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