Arts & Sciences
Hiring Procedures
for New: Eaculty




Procedures for new full time appointments

Receive: approval torhire new: full time
faculty.

Prepare an Applicant Cleanng IHeuse ferm

for all full time; Benefited poesitions: pror e
adVertising se that the: vacaney will e filed
With' the UnRiversity: Systeni off Georgia.

Send original and yellow: copies tor Relnecca
McGee, Human Resources.




Wording: The ad should be kept to the concise
essentials:
Eleld
Rank
Required and preferred gualifications
Salany range (IiFdesired)
Starting date
Application deaadline
Contact person
AA/EEO Indication:
“Affirmatye Action/Equal Cpporumiy suinen,
pPackgreund check statement:

“Pleaserpe aavisead tiiat srouia. you e recomimernaea for: a positiorn,
niversity: Systemi or Georgla Board. ol Regents policy, requires thie
COIMPIENOn) Of 8 DACKGIrouna. CHECK: as prior: Conalton o1 employiment:

n Statement apbout when the review process will begin




POSt the new: position; en the Human, Reseurces o listing
fieund at

PosItions may: alse) e posted to

Witheut cest: to the department. Send: electrenic copy. 6f ad
10 Kimily ter post to this, site.

Use media that have petential fier reaching culturally,
ethically, and racially diverse: groups.

Advertisement expenses are paidi frem the recruitment
funds allocated to departments.




Applications

Allrapplications must be acknowledged WHER received.

Applicant: Data  Sheets and pestage: paid envelepes,
ehtained fren Human Resources, must e mailead ter each
PErsen applying for a pesitien.

Enter the number off the Applicant: Clearnghouse Form
(BVAZ found 1n the UppEer rnght hand cermer of the ferm) 1n
the upper rnght hand cerner on the Applicant Data Sheet

andl phetecopy: asi many. of therApplicant Data SHeets; as
Needed.




Record Keeping Reguirement

Allfsearcih recordsi inciuaing applicatiens and
[estimes; must e kept by the recruiting Unit
for 2l years after the searchiis completed.

Please refer tor the University: System
Recordsi Vianagement Welkb site




Administrative Staff

It IS recommended’ that: the department
administrative stafi-meet Withi the candicdate
10: 9o eVer: the' travel expense statement: fio)
ReN-EmpIoyEEs:.

Candidates should alsercomplete the fellowing

ferms While meeting With administrative: staiif:

\/enador: Profile Formi (submit with non-employee travel expense
statement)

Authorizatien Ferm for Censumer Reports (Background
check release form)




Interviewing

Please: refer o) the Department Heaadrs Guide
1o Htman RESEUICES

( ) Tor
IRfeIMatien 6R advertising and Internviewing
guidelines.

SPEcial nete sheuld e made of proninited
IRterview: subjects.




Required forms after
selection of candidate

The fellewing decuments should Be sulkmitied
10 Kimily/ as seen as possible:

a Resume

x Copy. of transcript eff nighest degree

s Autherzation Eerm| for Censumer Reperts
s AUtherzation teremploy/

s Advance Banner and Personal Data Sheet




Authorization to Employ

I a person; Is: being recemmended! for a one: year appointment, It IS
|mportant 10, Indicate: this en the Autherizatien to Employ Py checking

the ‘Temporary” BeX. The rank/iitie shoulalalsermciude “Limited
fierm..”

Probationary. Credit towaras tenures

11: PropaneAaNY, Clreall /s to ve. Oliierea, It muyst Bernaicatea on e
AUloHZaltion o) Eriploy: 101 approyal By e clhal; aéan, Vice
Presiaent, ana. presigent, and. tren naicarea /m tie: Letter: oi: Ofier:
Accoralng (0 Boara 01 Reqents  [IoIICy; [Prornatonary: créalt cannoL e
gven; aner: e racuily [memper s employedq.

Cortgencles.

/I thercanalaate Wil SO0y ColmpIetestiie) appropriaterierinnial degree,
lrerermployiment oier may. Bermaae: contngent o/l complenng e
deqgree. e aetalls o the contngency must be cleany, statea on. e
Aultriorization. to. Employ: and i the Letter: or Offer. I e rank ana.
salary; are) o) e rearcea i the aegree /s 1ol complered, s must e
stated /i, the' letter:




Advance Banner
and Personal Data Sheet

x Whenisent up with; the Authorzation: ter Empley, this
fermmiwill“allew eany Input o iRiermatien 1N Banner.

x QIS Is Important se that the Registrar's Office can
AssIgn courses te speciiic iaculty making It pessihle for

faculty, te retrieve: class rolls at the heginning of the
term.

m |f the course Is assigned to “Stafif,” It Is Impossible to
retrieve class rolls.




Completion of Papernwork fer Regular
and Limited Trermay Eull-Triime Faculty,

After the letter of ofifer Isiaceceptead and
feturned, Kimiy: willtnetify: the department:

Fhe department willimmediately: email a
memo Withr Information apkout the: new. dire

to Charlotte’ Krafit, Benefits Counselor, and
Kimily- Willinglham.




The fellewing documents should be gatheread and
forwarded tor Kimily.

a Personnel Actien Reguest

s Budget Amenadment

s Affirmative Action Checklist

a Applicant Clearing IHeuse Erem
(blue and green copies)

n 3 |etters of recommendation
(on letterhead andferiginals unless througlia career placement
Agency)
s Ofificiall transcripts for every degree and any additional
COUISEWOrk

(Transcripts issued directly’ ter candidate will net lbe accepted unless
received in a sealed enveleped. The envelope should be opened,
signed, and dated! by semeone In the department. The envelope
sheuld also accompany. the transcripts Issued directly to candidate.)




Hiring part time faculty

Same as full-time: faculty excepi:

s the Applicant Clearing Hoeuse ferm and the
Affirmative Action Checklist are not needed.

s “Part-time” must be marked on the Autherization
to Emploey and includediin the title.

n [he course(s) that will be taught should be
Included on the Authorization.




Hiring part time faculty.

Each subsequent year that the part-time faculty persoen Is hired, the
fellewing are required:

s Authoerization te Employ.

s [etter of Offer

s Personnel Action Reguest

s Budget amendment

Ifi the same person is hired to teach In a subsequent termiof the same
fiscal year, you must submiit:

= New PAR
s New budget amendment

I the prospective part-time faculty's course Is cancelled, a second
PAR must e sulbmitted, canceling the action reguested on the filrst

one. No compensation will be paid 1n such Instances.

Hired on a per semester basis, part-time' faculty memlers may. teach
Up to five 3- semester hour courses over 9 months or seven 3-semester

hour courses over 12 months
They may not exceed .35 EFT for nine months or .49 EFT for 12 months

computed at the rate of .07 EET per 3-semester hour course.




Retired faculty

T he retiree must wWork
= |less than half-time

a at a salany lessi than 49% eff therannual henefi-hase compensatoen
ameuni that he/she wasrearningat the time of his/her retirement

BY: Beard off Regents? policy, approvallmust be ebtained
from the Board off ReEgents prio to the reemployment ofi a
retiree.

The Authorizatien ter Empley form; must be submitted te the
VPAA as early as possiklerser that appreval can be oktained
pefiere the termi begins:




Adjunct Faculty

Adjunct faculty are those that teach Wit nercompensation.

Suchi part-time: faculty’ are usually: current \West Georgia nemn-
faculty: employees teaching as: palt of thelr regular duties;

Reguirements:
s Authorization to Empley
Letter ofi Offer
3 recommendations
Resume
Officiall transcripts




Arts & Sciences
Hiring Procedures
for New: Eaculty

Please contact Kimily- Willingham
WIth gUEstieNS OF CONCEIS:

6/ 6-659-6405

JIs PowerPolat Will be: online at /A e Siafl Resources;’ Section.




