	Part-Time Temporary Faculty Hiring Review Sheet
“Things to consider when hiring NEW Temp Faculty”

	DEPARTMENT CHAIR/SCHOOL DIRECTOR

	
	Review your current employee list to see if there is anyone qualified to teach the course.  Go down your list in this order: (A.) tenured/tenure-track (B.) FERP, (C.) administrators, (D.) Teaching Associates and other student employees, (E.) volunteers, (1.) temporary faculty with a 3-year full-time (1.0) entitlement, (2.) temporary faculty with a 3-year part-time entitlement, (3.) temporary faculty on the reemployment list, (4.) paid visiting faculty, (5.) temporary faculty who worked both semesters in the previous academic year and temporary faculty who worked one semester only in current/previous academic year.
See Article 12.29 in the CFA-CSU Agreement.
http://www.calstate.edu/LaborRel/Contracts_HTML/CFA_CONTRACT/article12.shtml
	   FORMCHECKBOX 


	
	If there is no one available/qualified to teach a certain course you may search to hire a NEW temporary faculty.  Here are a few resources to make sure you hire the faculty into the correct range and salary:
	

	
	a.) Terminal Degree Document
http://www.calstate.edu/LaborRel/Contracts_HTML/CFA_CONTRACT/article12.shtml
	   FORMCHECKBOX 


	
	b.) Salary Schedule
http://www.calstate.edu/HRAdm/SalarySchedule/Salary.aspx
	   FORMCHECKBOX 


	
	Consider current temporary faculty experience/expertise/salaries to determine the salary of the NEW temporary faculty.
	   FORMCHECKBOX 


	
	Request appropriate forms/documents for new temporary faculty and give to your administrative assistant (Letter of application, Employment Questionnaire, SC-1, vitae, transcripts, 3 letters of recommendation). 
	   FORMCHECKBOX 


	
	Direct the new temporary faculty member to Human Resources to fill out additional documents showing evidence of legal work status (I-9, Employee Action Request, etc.).
	   FORMCHECKBOX 


	
	Memo for special consideration (hire at LC or LD, hire at 1.0 for one semester, paid Visiting Faculty)
	   FORMCHECKBOX 


	NEW FACULTY INFORMATION

	
	LEGAL NAME:________________________________________________________
DEPARTMENT:_______________________________________________________

TITLE: (circle one)  LL    LA    LB    LC    LD    TA    GA    ISA    Visiting Faculty
                                 Volunteer     Other:____________
APPOINTMENT LENGTH:       Semester       AY      12-month     Other:___________
SALARY:________________________

FTE:_____________________________


	   FORMCHECKBOX 


	ADMINISTRATIVE SUPPORT

	
	Enter all the relevant information into PeopleSoft and print out the Temporary Faculty/GA/TA Appointment Form.  Print the Terms & Conditions and have faculty sign.
For help go to, http://www.sjsu.edu/mysjsu/employees/hr_help/dept_user/temp_fac/
	   FORMCHECKBOX 


	
	Request appropriate forms/documents for new temporary faculty if not requested during recruitment. (Letter of application, Employment Questionnaire, SC-1, vitae, transcripts, 3 letters of recommendation.)
	   FORMCHECKBOX 


	
	Direct the new temporary faculty to Human Resources prior to the start of the term to fill out additional documents showing evidence of legal work status (I-9, Employee Action Request, etc.).
	   FORMCHECKBOX 
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