* A new hire should

Job Offer

confirm they are
able to come on
campus before or
on the Hire Date for
the 1-9 Verification

Discuss Hire
Date as Adjunct
with New Hire

Full Time Faculty Early Hiring & Onboarding Recommended
Timeline

Irina Shashkova | May 25, 2023

¢ Place in comments,
this faculty member
will be starting early
as an adjunct

« It's time to submit a
PAF - typically 5 * Do this immediately
business days after you submit a
ahead of Hire Date PAF

* PAF Submitssion * Takes 3-6 business
Date and Hire Date days to go througth
are different! the hiring workflow

* HR Faculty Services to OIT

is notified regarding

new faculty member

HR Faculty
Services sends a
link to the faculty

member for the
Adjunct posting
directly to the
candidate

Faculty member
submits and
applies for
Adjunct Posting

Submit a PAF for
Adjunct position

Submit Computer
Access Request

Employee fills

Contract Day

First Day of
Classes

out Current EE
Onboarding
Forms online as

Submit Internal Hire
PAF for Full-Time

Faculty position

Access Training

aFT

HR Faculty
Services assigns
onboarding
checklists to

candidate

reflecting they
are adjunct

faculty

Hire Date as
Adjunct

e In 1-2 days after PAF is
submitted

» New Hire receives an
automated email from
Onboarding System to
access I-9 and other
forms and to book an I-9

appt

Employee Accesses
Onboarding Forms

Employee
verifies 1-9
documentation
in-person

* August 21, 2023

Computer Access is
granted
« Full-Time position
starts on August
16, 2023

* Department
submits it before
August 4th, 2023
with the hire date
August 16, 2023

New Faculty Professional
Development Workshops:
all new faculty hires
Mondays, July 31 and
August 7, 5:00 - 6:30 pm
over Zoom

New Adjunct Faculty
Virtual Orientation:
Monday, August 14, 5:00 -
7:30 pm over zoom

New Full-Time & Anjunct

Faculty Orientation:

Wednesday, August 16

8:00 am-4:00 pm

* Meet & Greet Lunch
with Academic
Departments
12:00 pm - 1:00 pm,
Professional
Development Center,
TB225D

* July 20, 2023 is

recommended Hire

Date

e Last Day of
in-person -9
Verification

* You put this date to

a PAF/Start Date

e New Hire
receives a
Welcome Email
from
Onboarding
Team (CC:
admins,
supervisor) to
book I-9
verification
appointment at
Taylorsville
Redwood
Campus, AAB
201
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