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The following steps should be used when hiring new Limited Term 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. 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.
5. Create letter of offer and secure LT faculty signature.  A sample of this letter can be found on the CST website.

6. Create contract.  The contract form can be found on the CST website.  Please be sure to include classes being taught, quarters teaching and any additional services being performed (e.g., administrative activities).  

7. Complete and send a Personnel Action Form (PA).  Please make sure all information is complete and correct.  If you have questions regarding any of the information on the form, please contact the Dean’s Assistant for clarification.  Please do not initiate this form until you have the contract, vita, and letter of offer ready to send to the Dean’s office.

8. Send signed letter of offer, current vita, and signed contract to the Dean’s office.  This should be sent as one complete packet, please do not send these forms separately.  If this is a new hire of .5 FTE or greater, please include proof of highest degree earned (photocopy of degree or transcripts).
The following steps should be used when hiring returning Limited Term 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.  For LT faculty who are on a continued appointment from the previous academic year, and eligible for general merit, please make sure to include applicable general merit and cost of living increases.  For LT faculty who are on continued appointment from the previous academic year, and not eligible for general merit, only include applicable cost of living increases. For faculty who are returning after more than a year off, salary may need to be re-evaluated, so please contact the Dean’s office for assistance. 
4. Create letter of offer and secure LT faculty signature.  A sample of this letter can be found on the CST website.

5. Create contract.  The contract form can be found on the CST website.  Please be sure to include classes being taught, quarters teaching and any additional services being performed (e.g., administrative activities).  The electronic version of this form should be used for returning faculty.
6. Secure current vita.  Please make sure this is the most updated version of the vita.

7. Complete and send a Personnel Action Form (PA).  Please make sure all information is complete and correct.  If you have questions regarding any of the information on the form, please contact the Dean’s Assistant for clarification.  Please do not initiate this form until you have the contract, vita and letter of offer ready to send to the Dean’s office.

8. Send signed letter of offer, current vita, and signed contract to the Dean’s office.  This should be sent as one complete packet, please do not send these forms separately.  
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