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The following steps should be used when hiring NTT Faculty:

1. Follow Vacancy Pool procedures to determine person being hired.  Vacancy Pool procedures can be found on the CST website.

2. Determine funding source.  For example: temporary faculty funding, department funds, special request, or grant.

3. Determine salary.  Please use the established guidelines for LT faculty salary.  Any salary falling outside of these guidelines will need a justification and pre-approval from the Dean’s office.

4. Create letter of offer/contract.  A template for this letter can be found on the CST website.  For returning NTT faculty, use the electronic contract/letter of offer found on the University’s forms website.  https://esign.wwu.edu/admcs/process/forms/Provost/Non-tenure_Track_Faculty_Contract_letter.aspx
5. For new faculty hires with appointments of .5 fte or greater, please send a copy of the vita/resume, proof of highest degree, and the intended letter of offer, to the Dean’s office for approval before extending an offer to the candidate.
6. Submit a Request to Make Offer Faculty Vacancy Pool Form.  A link to the form can be found on the CST website or at: https://esign.wwu.edu/admcs/process/forms/hr/makeoffer3.aspx?valid=true  
Please be sure to attach the draft letter of offer/contract for approval.  For returning  NTT faculty, copy the url for the electronic contract/letter of offer and paste it into the justification for hire section.

7.
Wait for approval of Request to Make Offer Vacancy Pool Form.  Once the Dean’s Office has approved the form, it will go to HR.  When HR approves it they will lock the form and you will be notified that it has been completed.

8.
Secure signatures on contract/letter of offer.  Once the Request to Make Offer form is completed, print the letter of offer/contract and have the chair and LT faculty sign or route the electronic version for approvals. 

9. Complete and send a Personnel Action Form (PA).  Please make sure all information is complete, correct and matches what is in the contract/letter of offer.  Make sure appointment percentages and FTEs are filled in.  Attach a copy of the contract/letter of offer (or paste the url into the comments section) , CV, and proof of degree (for new hires only) to the PA.  If you have questions regarding any of the information on the form, please contact the Dean’s Assistant for clarification.  

