New Part time (Adjunct) Hires:
1. Department/Dean selects individual for ADJUNCT position
2. Dept completes an AA21 for selectee  

3. Dept submits AA21 to Dept Head and Dean for approval.

4. Dean submits AA21’s to Associate Provost office for review, approval and if approved, Associate Provost offices has it scanned to “H” drive – “Approved AA21’s (Initially)” file.

5. When AA21 is on “H” Drive – Dean/Dept makes UNOFFICAL offer (suggested language below) contingent upon the background check

6. Dept/Dean instructs selectee to complete a faculty application on online system – People Admin (this authorizes HR to do the background check – be sure to contact HR that this has been completed so they know to look for it in the system.)

a. Choose “Create an application” then “EPA/Faculty registration”  here is the web page:  https://jobs.wcu.edu 

7. HR contacts individual for specific information to do background check

8. HR completes the background check and notifies  Dean/Dept via email
a. HR prints out application from online system and checks for AA21 on “H” drive – makes a file and gives to HR intake to log in and hold for the PAF and Contract

9. Department produces the Adjunct PAF and sends to Dean 

10. Dean’s office issues and sends the contract and Official Offer letter  (suggested language below) to the individual
11. Dean’s office holds the Adjunct PAF for return of the executed contract 

12. Upon return of executed contract, Dean’s office attaches together Adjunct PAF and contract and sends to HR.
13. HR Intake contacts the new hire to complete pre-employment documentation – which MUST be completed PRIOR to first day worked
NOTE:  RETURNING ADJUNCTS

For returning ADJUNCTS that have been ADJUNCT for WCU within the previous 12 months with no status change - then no background check is required.  It is best to check with Alicia in HR on these.  If no background is required and there is an approved AA21 on file, then the Dept produces the Adjunct PAF/ Dean produces Contract/Reappt letter at #9 above.
CONTRACT DATES for ADJUNCTS:

EFFECTIVE date:  first day of class through day after grades due


First Day worked:   first day of class
Unofficial offer suggested language (#5 above)
Customize as it fits your needs- can be email, phone conversation, letter – it is just a communication script for Unofficial initial offer

Dear ________________:

 

Contingent upon a satisfactory background check, we would like to offer you an ADJUNCT position in the _______________department teaching    “SPED 101.50 MWF 11 AM”  during the _________ semester.   This is an unofficial offer since it is made contingent upon a background check and program funding.  The projected salary for this position is ______________.  Please contact me by phone or email at __________________ to accept or decline this offer no later than ___________________.

 

In order to get all the information needed to complete a background check, please complete a faculty application on the WCU HR online system – (People Admin -this authorizes HR to do the background check) -

a. Choose “Create an application” then “EPA/Faculty registration”  here is the web page:  https://jobs.wcu.edu 

Let me know at __________ (Department Phone #) when you have completed that.  

I will alert Alicia Estes from the WCU Human Resources office that you have completed the application and she will contact you directly.  You must supply her with the needed information to complete the background check.  A satisfactory background check is a requirement to be employed by Western Carolina University.

 

Upon completion of satisfactory background check, we will produce the contract for your signature and send it to you along with information about your new hire paperwork.  You must complete the following documents PRIOR to your first day of work:  I-9, W-4 and NC-4 tax forms, automatic deposit forms, employee data form, FERPA acknowledgement and payroll will need a copy of your social security card.  The forms can be found on the HR web site at: http://www.wcu.edu/24147.asp  under “New Employment.”
Please review these forms, particularly the I-9 form instructions, so you can be fully prepared to complete the documents at your Human Resources intake appointment.  Incomplete or incorrect I-9 documentation will delay your start date.

If you have any questions, please feel free to contact me at __________________ or Human Resources at 828-227-3122 for assistance.

Cc:  Alicia Estes, Human Resources

OFFICIAL OFFER
Suggested Dean’s Official Offer letter language (#10 above):

December 16, 2009
Ms. Susan Jones

1 Street

Anywhere, US 11111

Dear Ms. Jones:
It is my pleasure to announce you have been selected to serve as Adjunct Instructor in the___________________department teaching    “SPED 101.50 MWF 11 AM”  during the ___________ semester.   

Please indicate your acceptance of this official offer by signing the enclosed contract and returning it to the my office by December 30, 2009.   A self addressed envelope is enclosed for your convenience.  Your first day of work will be ??????.  Note that all terms and conditions of the contract are subject to final approval by the Chancellor.  If you have any questions about the contract, please call me at (828) 227-????.  
If you accept this offer, Lisa Hakanson in the Office of Human Resources will contact you to set up an intake appointment to handle your new hire paperwork.  In accordance with federal law, Western Carolina University must verify that all new and reappointed employees are either United States citizens or aliens lawfully authorized to work in the United States.  To comply you are required to complete an Employment Eligibility Verification I-9 Form no later than the first day of work.  Completion of this form requires WCU Human Resources personnel or a qualified notary, to verify appropriate documentation evidencing your identity and employability.  If you have a notary verify your I-9, be sure they make a copy of the documents you used to verify and attach those copies to the I-9.   
Payroll will need a copy of your social security card, so bring that to your HR intake appointment as well.
A copy of all required new hire paperwork, including the I-9 form instructions describing the acceptable documents for I-9 verification, can be found on the Human Resources website at:  http://www.wcu.edu/24147.asp  under “New Employment.”  Please review and print out this paperwork, completing as much as possible, and bring it to your HR intake appointment. Please contact Human Resources Intake at 828-227-3122 if you have any questions about the new hire paperwork.

Completion of your Human Resources new hire compliance paperwork is what will allow Information Technology Services to turn on your WCU systems access.

You will also need to make arrangements to have a sealed official copy of your degree transcripts sent to Human Resources within 30 days.

 

I look forward to having you on our team and hope that you will accept this offer.

Sincerely,

????????????????

Dean

College of ??????????

Attachments –Contract

Cc:  Human Resources Intake

