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New Employee (Faculty Adjunct) Hiring Checklist:

	Before a new Adjunct employee begins employment at USFSP the following items need to be completed:



	 FORMCHECKBOX 
  Budget approval given by the appropriate Dean or higher.

	 FORMCHECKBOX 
 Two references must be contacted and documented prior to an offer being made.   An Adjunct Reference Check form is found on the HR website under Forms.  The College may also create its own reference check form or document information via a memorandum.


	 FORMCHECKBOX 
  The selected applicant is required to complete an application in Careers (if job is not advertised) and enter his/her social security number and birth date on the application.



	 FORMCHECKBOX 
 The College representative will enter the temporary position description in Careers and HR will link the applicant to the job in Careers (if training is needed please contact HR). The College representative should email the name of the selected applicant and the PeopleAdmin posting number to HR to ensure that the selected applicant is being linked to the appropriate job. Reference Checks can be uploaded to the job posting.  



	 FORMCHECKBOX 
 Prepare a letter of offer (templates found on the HR Web site under Forms – Letters of Offer – Faculty, Adjuncts).  The letter of offer and reference checks needs to be in HR prior to the hire date.  If you attached the reference checks to the position description in Careers you do not need to send them with the offer letter.


	 FORMCHECKBOX 
Original transcripts are required.   The transcript should reflect the highest degree obtained in the teaching discipline.  (SACS Standard 3.71 Principles of Accreditation state that “Faculty teaching general education courses at the undergraduate level require a doctorate or master’s degree in the teaching discipline or master’s degree with a concentration in the teaching discipline (a minimum of 18 graduate semester hours in the teaching discipline).

	 FORMCHECKBOX 
Schedule a time for the employee to go to HR for payroll signup and for I-9 (work authorization) verification. 












