ADJUNCT Hiring Process Compliance Checklist 

INSTRUCTIONS This form is used as a hiring process compliance checklist and must be completed and submitted to the Academic Affairs office prior to hiring adjunct faculty Texas A&M University-Commerce.   Hiring Department:  Please complete all blanks affirming the hiring processes were completed by the department and documentation is attached. 
	Position Title
     
	Department     
                   
	PIN
     

	New Hire Name:
	[bookmark: Text4]     
	Replacing:
	     

	Length of Contract:
	     
	Starting Date:
	     
	Ending Date:
	     

	Account(s):
	     
	Amount:
	     
	COLLEGE BUDGET COORDINATOR APPROVAL:
	     

	If not U.S. Citizen indicate status
	|_|J-1     |_|B-1     |_|H-1     |_| Other      
	If not a U.S. Citizen contact Division of Research |_|

	Adjunct has verbally agreed to conditions outlined above:
Level of coursework adjunct will be teaching:
	|_| Yes
|_| Undergraduate 
	[bookmark: Check7]|_|No
|_|Graduate 


ALL items must have documents ATTACHED & checked to be considered complete:
All Hires:
	Attach Justification
for hire  |_|
	Attach position description  |_|                 
	Criminal History Verified
(Attach email confirmation from HR) |_|
*Must be dated within the last 12 months* 
	Attach Official transcripts
[bookmark: Check8]|_|Bachelors        |_|Masters
     |_|Terminal          |_| N/A

	Attach Degree Verification Form
|_|
	Attach Current Resume/Vita
|_|
	
	Attach Reference Verifications 
|_|
*New faculty must either have reference checks or document stating how they were referred
	Document confirming applicant meets SACS requirements for position |_|

	Primary Language Form 
|_|
	FERPA
|_|

	Graduate Faculty Membership Application Form
(If applicable) |_|
	


          	
Offer letter may not be sent until Hiring Compliance Checklist if fully executed.
	     
	     

	Department Head /Hiring Manager Approval
	Date

	     
	     

	Dean/Director Approval
	Date


NOTES:
     
ADJUNCT Hiring Process Compliance Checklist		      Revised10-11-2012


