Associate Faculty (Adjunct) Employment Procedures
In the event that an Associate Faculty (Adjunct) Instructor is needed, the following procedures are to be followed, in accordance with AP 7122.
Step 1: 
Look in the associate faculty pool* for a qualified candidate 
-If no candidate is found to fill the position, contact Chief Instruction Officer to start the advertisement process with Human Resources.  (Please refer to the Employee Requisition Document Procedures)
Step 2: 
Once a successful candidate has been identified, the Chief Instruction Officer will provide direction to the Instructional Scheduler to forward a pink placement sheet to the HR Office.
Step 3: 
The Pink placement sheet is the catalyst which launches the official hiring process.  Human Resources will then contact the identified candidate to begin completing the specific documents/tests that are required prior to beginning employment.
Step 4: 
When all paperwork is complete, Human Resources will forward the completed pink placement sheet back to the Instructional Scheduler.  The Pink placement sheet will authorize employment; verifying that all required paperwork is complete.  In addition, the placement sheet will indicate an appropriate salary placement.  No contract is to be issued without a completed pink placement sheet!
Step 5: 
The Instructional Scheduler and Chief Instruction Officer will then issue a contract to the authorized Associate Faculty member.  The contract must be signed and returned to the Instruction Office prior to the first day of the semester (or 15 days from receipt, whichever is less). 

*The Associate Faculty Pool is defined as:  an application on file in the HR Office within the last two years or a current Associate Faculty member (as defined in Article 14 of the Associate Faculty CBA).
For questions regarding this process, please contact the HR Office at ext. 257.  
