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SOUTHEASTERN LOUISIANA UNIVERSITY

Checklist for Hiring Part-Time Faculty
Lecturer Positions – New or Rehire
	Please direct questions to the Human Resources (HR) Part-Time Faculty/Overload Coordinator at extension 5431.

	A full description of employment procedures and downloadable forms are available on the HR website. 


Step 1
The Budget Unit/Department Head must determine if there is a need for additional help to deliver instruction. The Dean/Division Head allocates sufficient funds for part-time instruction in the department budget to cover the cost of the salary and, if applicable, associated benefits.
Step 2
Prior to each semester, the HR Analyst will post an internal waiver for part-time faculty for the department and send the Department Head the URL link to be given to the applicant(s). The applicant(s) will apply for the position in PeopleAdmin using the provided link. 

OR

If the Budget Unit/Department Head does not know of a qualified individual who is available, the Budget Unit/Department Head must send a memo or email to the HR Analyst requesting to advertise the position. The HR Analyst will advertise the vacancy notice on the Southeastern HR website. An additional advertisement may be placed in a local newspaper.

Note:
Applicants must meet all SACSCOC criteria for faculty qualifications. If there are questions regarding whether an applicant meets SACSCOC criteria, the Budget Unit/Department Head needs to consult with the University SACSCOC liaison officer.

Note:
Applicants must submit an electronic application through PeopleAdmin that includes the names and contact information of at least three references. In addition, new applicants will need to attach a résumé and copies of graduate transcripts (original transcripts required upon employment). Other application materials may be requested at the discretion of the department.


Note:
HR will pay for up to two ads placed by operating fund departments. The department will be responsible for the payment of any additional ads. Revenue or restricted fund departments will be responsible for payment of all advertisements placed. The department will be notified of the impending charges and will need to confirm that adequate budget funding is available to pay for the advertisement upon receipt of the invoice and will need to notify the Procurement Card Administrator to authorize the HR Recruiter access to the budget unit for expense code 539001(advertising).
Step 3
Once a job offer is made and accepted, the department must change the candidate’s status in PeopleAdmin to "Recommend for Hire."  Once the candidate’s status is changed to "Recommend for Hire," a link will appear to "Begin Hiring Proposal."
Note:
More than one applicant can be hired using the same internal waiver/posting. For example, a department can complete hiring proposals for all lecturers using one internal waiver/posting; however, each applicant must be hired using a different position number.

Note:
After the conditional job offer is made and accepted, it is the responsibility of the new employee to ensure that all documents for which he/she is responsible have been submitted to HR and that all required paperwork has been completed. A new employee will not be added to the payroll system unless all steps have been completed. The Budget Unit/Department Head must inform the prospective employee of this.
Step 4
The new employee must visit HR prior to or on their first day of employment. The employee will sign all needed paperwork at this visit. The new employee will need to bring his/her social security card, driver’s license, birth certificate, and/or passport for the U.S. Citizenship and Immigration Service requirements. He/she must also bring either a voided check to be used for direct deposit into a checking account or a direct deposit authorization from the financial institution for direct deposit into a savings account. All new employees are required to enroll in direct deposit for their payroll checks.
Step 5
The HR Analyst will then set up the employee in the payroll system.
Step 6
The department will verify that the new part-time faculty member’s teaching load has been entered correctly in the administrative system (FWAR).
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	There are PeopleAdmin “How Do I?” quick sheets available on-line to refer to or
if you have other questions, call the Human Resources (HR) Recruiter at extension 5496.



