
 

Volunteer Clinical Professor Flow Chart 
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Notify department to revise 

Academic Personnel reviews the 
appointment proposal exemption via 
Recruit 

Department Chair reviews VCP application 
and makes a decision whether to forward 
the appointment application to Academic 
personnel for review and approval. VCP 
coordinator then creates a new exemption 
via Recruit for approval. *Approval of 
appointment In Recruit must take place 
before any hiring docs is completed (start 
date cannot be prior to approval). 

Forward to the Associate 
Dean for approval 

Department/OME monitors 
approval in Recruit then forwards 
Hire Packet (if new appointment) 
or Input doc for reappointment 
to AP, with a screenshot of 
approval and mandatory 
exemption grid 

AP Analyst enters into e/HR and 
generates approval letter signed 
by the Dean and certificate 
signed by the Chair/Dean 

*Please note EHS clearance 
maintained by departments 

Department faculty/ VCP Coordinator 
review the candidate’s qualifications 
based on the criteria for appointment, 
and recommend appointment at the 
appropriate rank 


