Process viaiCIMS

Process via eHRAF

New Faculty Hire (with pay)

- All faculty hires with compensation

- Requires documented search & SOM packet if applicable
- Example: New faculty joins Emory (EUV) for new semester

Promotion / New Title & Pay
- Existing paid faculty receiving a new title or pay
- Example: Tenure and Promotions

Existing Faculty — New Department (with pay)

- Faculty moving to a different department

- Requires search/search waiver & SOM packet if applicable
- Example: College faculty moves to SOM Basic Sciences

Additional Appointment (same department)
-Existing Faculty offered additional duties, class or research
- Example: Begins research in another basic science

Administrative Title (with pay)

- Appointment for additional duties

- Requires search/search waiver & SOM packet if applicable

- Example: Existing Faculty hired to serve in the Provost Office

Administrative Title (no pay)

-WOC (without compensation) title for existing employee

- Example: Assistant Professor assigned a coordinator title in
the department

Existing VA Physician with faculty appointment to Paid
Position (TEC/Grady/Teaching)

- Reciprocal agreement with VA & SOM

- Must go through iCIMS onboarding

- Example: 8/8th at VA gets PT role in SOM, TEC or Grady

Appointment in Another Department (with pay)
- Dean’s office-led appointment

- Faculty supports another department
- Example: Works in African American studies department
asked to support creative writing
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Process viaiCIMS

Process via eHRAF

Existing VA physician moving from 8/8th to full-time
EUV/TEC

- Requires search/search waiver & SOM packet if applicable
- New hires must go through iCIMS

- Teaching positions also require a search

Existing VA Physician 8/8th moving to part-time Emory
/TEC position

- Example: Most VA are full-time (8/8ths), though
occasionally they are asked to serve on a part-time basis

Grant Required Titles & Promotions
- Grant requires Assistant Professor or above

- Department promotes faculty to the required title

- Requires search waiver
- Promotion processed via iCIMS & SOM packet if applicable

- Example: If a faculty member is listed as an instructor or
Associate Professor on a grant, they must be assigned the
title Assistant Professor to remain eligible

Existing Faculty/Employee - Additional PRN Position &
One-Time Payments
- Faculty working PRN or receiving a stipend

New Post Doc (Staff)
- Requires search or search waiver (appointment)

- Document search waiver details if applicable

Rehire of Alien Temp
- Employee rehired into their original position after work
authorization expiration

- Background check required if >30 days gap
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Process viaiCIMS

Process via eHRAF

Post Doc to Faculty - Non-track (Staff)
- Typical pathway from fifth-year post doc to instructor role
- Requires search waiver & SOM packet if applicable

- Example: The fifth-year post doc has not yet completed their
research and/or the department wishes to continue
supporting the work

Training Fellow

- Considered a student position

Post Doc to Faculty - Track (Staff)
- Requires formal search & SOM packet if applicable

- All tenure-tracks require a search process, and the iCIMS
record must reflect a completed and compliant search

Current Grady and EUV physicians transition into part-
time roles at the TEC

- A physician who is invited to take on a part-time role at TEC
may be appointed without a formal search, and the eHRAF
system would generate a third record to reflect this
appointment

Unpaid faculty with a paid TEC position ending their VA
appointment

- Changing faculty position to a paid status

- Example: VA appointment ending and the department wants
to bring the faculty member into a paid status on their
University appointment

Service in multiple locations

- When a faculty/staff member serving in a physician role is
based at one location but will begin providing services
across multiple sites

- Example: The physician currently working in Radiology at
Grady will now divide their time between Grady and TEC
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Quick Tips
e Always check: Required process (iCIMS, eHRAF, SOM Packet)

e Confirm: If a search waiver is needed

e Ensure: For questions related to the eHRAF hiring process, please reach out to Data Services at HR-
EU_DataServices@emory.edu.

Note: The hiring process and related information may be modified or revised at any time.
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