This form will be used for all unclassified personnel hiring and rehiring.  We are requiring the following items with all new hires (whether or not a search is performed): 

Curriculum Vitae

Position Description (plus advertisement if position was advertised)

Transcripts will also be required for all unclassified personnel files.   

For all expedited searches a memo will be required as well.

All rehires will need to be accompanied with a departmental evaluation.

This is an effort to unify our unclassified staff by eliminating adjunct instructors and adhoc program specialists.  This form will replace the Adjunct Instructor / Adhoc Prog Specialist form and the Continuing Ed list.

Everyone hired (with the exception of PIR payments) will need to be done using this form.  All employees will be given a contract to sign.  
If you are hiring a part time employee and you would normally send it through with only a contract amount, please continue to do this (% and base salary are not required).  HR will determine whether this position is a lump sum or % appointment). 

Part time hires (0-49%) may or may not require a search to have the ability to be renewed and will be determined by the Provost’s Office.
