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Recruitment
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Checklist for Hiring
Page
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Faculty Recruiting 
Forms Checklist
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Part Time Faculty 
Reminders
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Process Checklist
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Begin Recruitment

Department or College places advertisements 

• In HRMS submit the posting for approval

• Ad must include the following statement and the criminal background check 
statement

– “All finalists will be required to provide an official transcript.”
– “All finalists will be subject to a criminal background check.”

Recruiting Process
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Personnel Information

Memorandum (PIM 8)
http://hr.uncc.edu/temporary-staff-employees
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Postdoctoral Fellows
Part Time Teaching Load
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Criminal Background 
Check Disclosure Form 

(AA-38)

Submitted Pre-Employment

• form must be faxed 
before hire paperwork 
is completed to 7-0474

• Do not email personal 
information.

• only be done for the 
selected new hire
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Creation of Part-time 
Faculty UNCC ID 

(800#)

• After Criminal Background Check Results have 
been reported to the Department, send an email 
to your Business Manager and they will forward 
the request to Academic Affairs for an 800# to 
be created.

• Academic Affairs will then create the UNCC ID.
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 If the chosen candidate is a non-resident, 
contact the Director of the International 
Student/Scholar Office (ext. 7-7744)

 All new hires should complete their I-9 
before their first work day. Here is a link to 
start the I-9 process.

https://hr.uncc.edu/i9

To finish the I-9 Process send the Part-time Faculty 
member to Human Resources (King 222) with a 

copy of the AA-15 contract and Documents 
Verifying Employment Eligibility.
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Collecting Hiring Paperwork
Selection of New Hire

• (AA-16) Summary with all names (submitted to the College)

• Printed EPA Profile (from HRMS for new hires or more than 1yr break in service)

• Original Criminal Background Check Disclosure Form (AA-38) (with original 
signatures after background check is complete)

• Part Time Faculty Contract (AA-15) (with original signatures from the Chair, Dean, and 
PT Faculty Hire)

• Vita/Resume
• Verification of Credentials (AA-34), verifying Previous work experience
• Letters of Recommendation (if required by College or Referenced in AA-34)
• Official Transcripts (should be original, sent to the hiring department or directly to the 

University and not issued to student)

• Foreign Degree Evaluation (WES/Trustforte)

• (AA-21) is only required if the faculty member does not have a degree in the 
field they are teaching or a terminal degree (see SACS 3.7.1)

• Electronic Personnel Action Form (EPAF) 14



Foreign
Degree

Evaluation
https://www.wes.org/ or http://www.trustfortecorp.com/academic.html
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Electronic
Transcripts

• Please have the Department Chair forward emails related to the 
electronic transcript to the College Business Manager, who will forward 
the emails to Academic Affairs.

• These may be sent in 2 separate emails. (Keep in mind there may be a 
limited number of times this document can be accessed.) 

• An official electronic transcript should be transmitted directly from the 
issuing institution to the hiring department.
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SACS 3.7.1
Comprehensive 

Standard
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AA-16 Summary

(Always use most recent 
Version)
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SIAASGN
Screen

• shows all classes and Credit Hours for AA-16 Summaries
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AA-16 Summary
FTE/Credit Hour 
Conversion Chart
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Payments for 
Part time Hiring

• Create an EPAF once the contract (AA-15) 
and summaries (AA-16) are complete. 
(The EPAF is the payroll form)
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Only use EPAF for Initial Payment not
Revisions=PD7

EPAF 
Sample

• Pre-set dates are 
loaded to EPAF 

shortly before the 
next semester 

begins
• Query Dates must 

be manually 
entered as either 
the 1st or the 16th
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Complete File
• AA-16 Summary 

submitted to College 
• EPAF Created for Payment
• AA-15 Faculty Contract 

Original signed and 
submitted

• Original Signed Criminal 
Background Check 
Disclosure Form, AA-38

• Copy of EPA Profile Form 
of New Part-time Faculty 
(printed from HRMS)

• Vita/Resume
• Verification of Credentials, 

AA-34 -Faculty
• Official Transcript – Must be 

sent directly to University
• (WES or Trustforte foreign 

Degree Evaluation, if the 
transcript is from an 
institution outside of the 
country)

Recruiting Process
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Part time Payment
Changes/Superseding

• Updated AA-16 summary is required to show 
changes

• Revised AA-15 Faculty Contract is required with 
all original signatures

• Superseding PD7 is required to change dates, 
salary, or to resign (on Pink Paper referencing the 
previous EPAF Transaction and Position Number)

• Include email or letter stating reason for 
resignation
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Superseding
Instructions

Guidelines for Creating a Superseding PD7 
and updated contract for Part-time
• Please use the new hire’s legal name
• Please include Department Name
• Contract Date will be the day the semester starts (refer to the 5 

year Academic Calendar).  If you have questions regarding the 
contract start date, check with your College Business Officer.

• When completing Section 3 of PD7 for part-time faculty hires, the 
salary will always be an agreed upon amount paid over the pay 
periods listed either by semester or over the academic year.
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Payroll
Distribution
Form (PD7)

• Sample superseding PD-7 for Part Time Faculty Appointment Change
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Payroll Distribution
Form
PD7

Part-time appointment PD7s should be signed in 
the requested block, by the Dean of the College 
and approved by the Provost.
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Things to Remember from Today’s Workshop
• Always use the most current forms from the Academic Affairs website 
• If the chosen candidate is a non-resident, contact the Director of the 

International Student/Scholar Office (ext. 7-7746)
• Each Department should have an updated AA-16 summary each time a change 

is made (this is also shared with institutional research for reporting)
• Send original documents
• Official Transcripts must be sent directly to the University
• Remember the PD7 is used to make a change to dates or salary and it must 

have a corresponding contract with changes.

Part-time Faculty 
Recruiting Process
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Please feel free to ask questions now 
or to your College Business Manager.
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