New EPA SAAO full time permanent non-faculty hires:
1. Department conducts search for new hire in on line system  
2. Search committee identifies candidates for interview and checks references and verifies credentials 

3. Search chair/Dept requests Interim Report from HR

4. HR notifies search chair, Department and Dean that Interim Report is approved (ccing Dept assistant)

5. Interviews conducted and search  committee recommends candidate (via hiring proposal) to Department for approval

Current practice is for search chair to consult with the Dept. Head and/or Dean and/or VC and with their approval; issues an UNOFFICIAL VERBAL offer (suggested language below), contingent on the background check to the selected applicant. If the verbal offer is accepted; then the following happens:

6. Search Chair notifies HR to do background check (via the hiring proposal submission to HR)
7. Search Chair changes applicant status to “recommend for hire” – a link in the online system will then appear saying “Begin Hiring Proposal”
8. “Begin Hiring Proposal” – Fill in all information on the hiring decision – this document (the hiring proposal HP)  accomplishes the actual hiring action/payroll action (instead of a PAF).  ACCURACY AND DETAIL ARE IMPORANT.
9. Search Chair submits hiring proposal (HP) to next level: (hiring proposal can be returned for edits at any point)

a. Search Chair to Dept. Head

b. Dept. Head to Dean or appropriate VC
c. Dean or VC to Human Resources

10. HR completes the background check and notes it in hiring proposal.  
11. After employment screening is completed, HR returns the HP to Dean/VC.

12. Dean/VC forwards request for an EPA non-faculty contract to be produced by HR (Cory/Kathy) and 

13. HR will forward contract via email to Dept/VC to issue to candidate.

14. Dean/VC office issues the contract and welcome letter and

15. Dean/VC office documents date sending out the contract in the HIRING PROPOSAL in online system (COMMENTS)  section

16. When executed contract is received back in Dean/VC office, it is also documented in the online system (COMMENTS) section and the HP is submitted to HR.  – Status is OFFER ACCEPTED – NOTIFY HR 
17. The executed contract is delivered to HR to process with the HP.

18. HR works with the Search Chair to dispense of any remaining active applicants in the online system and finalizes the HP, and “seats” the new employee in that position.

19. HR creates a file, awaits the contract from the Dean/VC and then

20. Delivers all to HR intake 

21. HR Intake contacts the new hire to complete pre-employment documentation – which MUST be completed PRIOR to first day worked
Unofficial offer suggested language 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 the _______________________ position with _______________________ Department Effective dates ____________ and going through date ___________ with a first day of work date of _____________.   This is an unofficial offer since it is made contingent upon a background check and program funding.  The projected salary for the program 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, you will be contacted by Alicia Estes from the Human Resources Office located on the campus of Western Carolina University.  You must supply her with the needed information.  The completion of a satisfactory background check is required in order 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 heading “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

