Process of Hiring a New Adjunct Instructor

Step 1: Compile completed application packet.

Step 2: Submit application packet to Human Resources
(Lynde Mann) for credentials review and approval.

Step 3: The division director/dean conducts reference
checks and sends them to Human Resources.

Step 4: Human Resources notifies the division director/
dean of approval and schedules an orientation with the
new employee.

Step 5: The Human Resources Director and the Payroll Clerk (Debbie Prater) meet
with the new employee and add them to the AS/400 System. Employee email,
phone, office, and department information are provided to the employee and
other pertinent personnel.

Step 6: The division director/dean sends class information to
Angie Stewart and Rebecca Day or Hannah Crawford for the
new employee.

Step 7:

A) Angie Stewart assigns instructor to classes in the AS/400 (after the
employee meets with Human Resources). She emails Rebecca Day or
Hannah Crawford to let them know the information is entered.

B) Rebecca Day or Hannah Crawford add payroll information to the AS/
400. They email the employee’s payroll information to Human Resources.

Step 8: Human Resources generates a letter of
appointment for the new employee.

Note: If an adjunct instructor was previously hired through this process and is returning after a hiatus from teaching of less than one year, he or she does
not have to resubmit an application. Notify the Human Resources Director in these cases to make sure that all materials are on file before adding them to
the schedule. Some adjuncts may have to meet with the Payroll Clerk and/or Human Resources Office again to update paperwork.

Process of Making Changes to an Adjunct Instructor’s Schedule

Step 1: The division director/dean/program director sends
schedule addition or cancellation information to Angie Stewart,
with copies to Chad Gorham or Dr. Mike Kennamer; Rebecca
Day or Hannah Crawford; and Lynde Mann.

Step 2:

A) Angie Stewart updates schedule information in AS/400. She emails
Rebecca Day or Hannah Crawford to let them know the information is
entered.

B) Rebecca Day or Hannah Crawford add or remove payroll information in the
AS/400. They email updated payroll information to Lynde Mann to request a
revised letter of appointment or to report a cancellation (if the instructor will
be teaching no classes).
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Step 3: Lynde Mann generates a revised letter of appointment (LOA)
for the employee or cancels the previously generated LOA if no
Updated 12/5/2018 classes will be taught by the instructor and communicates this

information to Debbie Prater.



