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New Hire Lecturer Flow Chart 
(Continuous Recruitment) 

 

Department Chair emails HR to 
begin recruitment process. Email 
should include: 

• Program name 
• Reason for recruitment 

HR emails the Department Chair 
when the request is approved 
and then the Department Chair 
emails the Designated support 
staff to input a NeoGov 
requisition to initiate job posting. 

HR will review the 
NeoGov requisition and 
post the advertisement on 
the Career Opportunities 
at the University of Hawaii 
Page website until 
Lecturer Pool is created. 

Is Department Chair 
requesting optional 

additional posting in Star-
Advertiser, etc? 

Yes 

Department Chair provides the medium 
name and draft Ad for approval by HR. 
Note: Content of Ad must be identical or link 
to Career Opportunities at the University of 
Hawaii Ad. Cost (if any) will be incurred by the 
department. 

No 

Department Chair forms screening 
committee to review Lecturer Ad. 
Screening Committee should consist of at 
least two members which may include 
Department Chair, Discipline/Program 
Coordinator, Experience Faculty Member. 

HR approves screening 
committee and reviews 
if screening committee 
members have 
received training within 
the last 2 years. 

Have the screening 
committee members 

been trained within the 
last 2 years? Training is 
required every 2 years. 

Department Chair 
is responsible for a 
scheduling training 
session with HR. 

Screening Committee 
develops/revises/revie
ws questions and 
rubrics for the selection 
process of lecturer. 

HR receives 
and reviews 
applications for 
completeness. 

The Screening Committee: 

1. receives complete applications and 
conducts an initial screening. 

2. Conducts interviews 
3. Completes Form 17 
4. Makes recommendations for list of 

candidates to be placed in Lecturer Pool 

Dean’s Office 
communicates to 
applicants via NeoGov 

Do Applicants 
meet MQs? 

Dean’s Office changes 
the status to “reject” in 
NeoGov and sends email 
notification from NeoGov 
to the applicant. 

No 

Yes 

Dean’s Office checks Lecturer Pool List sends and email 
notifications from NeoGov to applicants indicating that the 
applicant is being placed in the pool until XX/XX/XX (reflecting 
3-year period applicant will be active in lecturer pool). 
NeoGov status remains “referred.” 

Department is responsible 
for maintaining Lecturer Pool. 

At the expiration 
date of the Lecturer 
Pool Department 
reviews applications 
and returns to 
Dean’s Office. 

Dean’s Office shall communicate 
with all applicants within the pool, to 
let them know that the pool expired 
and that if they are still interested in 
being in a pool, they need to apply 
when a lecturer job is posted again. 

Important Notes: 
• Hire by Exception 

o If a lecturer is hired by exception, NeoGov MUST have a lecturer job ad active and posted. 
o If there is an applicant that meets all the MQs and is selected by the screening committee, then the department must consider offering a lecturer position to replace the lecturer who was hired by exception. 

• Per A9.560, lecturers need not re-apply if they are re-appointments, i.e. Fall to Spring to Fall hire or Fall to Fall hire. 
• Retention period of Recruitment Packets are 3 years. 

No 

Yes 

Dean’s Office receives 
recruitment packet from 
Screening Committee and 
provides Form 17 and 
Lecturer Pool List to HR. 

HR will review Form 17 
and Lecturer Pool List 
then notify the Dean’s 
Office to send appropriate 
notices to all applicants. 


