Hiring Approval Forms and Appointment Letters 
Checklist

Regular Tenure Track Faculty: 

· Complete the top portion of the Hiring/Change Approval Form (found on the HR website).  This section requires the dean/appointing officer approval/signature.  Complete in full.  Forward to the HR Office (1090 JHZ).  
· HR will complete their section and forward on to the Budget Office and Provost’s Office.  Once approved, HR will communicate with the dean’s office that it has been approved and they can start a search. 
· Follow the regular search process as outlined by HR. 
· Once the selection is approved, an appointment letter needs to be completed by the dean/appointing officer.  Sample letters can be found on the Human Resources website.  Send copies of the letter to the Provost’s Office (3090 JHZ), HR (1090 JHZ) and the Budget Office (2015 JHZ).  Make sure the letter includes the position and FOAP numbers.  No social security number should appear on the letter.  Once the new faculty signs the letter accepting the position, send to HR.  
· New faculty hires will be sent information about benefits.  Tax forms, I-9, faculty oath, information sheet and direct deposits forms and any other necessary forms will be distributed at faculty orientation.  Instructions will be given at the orientation for completing these forms and their online benefit enrollment. 
· The department will need to request network and e-mail account from IT.
Affiliate Faculty: 

· Complete the Affiliate Faculty Hiring Approval and Affiliate Faculty Questions Forms (found on the HR website). Complete dean portion and send to Kathy Gulembo in the Provost’s Office (3090JHZ). 
· Affiliate appointments can be renewed after the initial first year for another year and then three year appointments thereafter.  
· Affiliate Faculty Hiring Approval Forms are required for each one-year appointment and each three-year appointment.  
· Once the Affiliate Faculty Hiring Approval Form is complete and approved, HR will communicate with the dean’s office and they can proceed with a search/renewal letter. 
·  A local search is required for new affiliate positions. Follow the regular search process as outlined by HR.
· New and renewal affiliate appointments require an appointment letter.  Sample letters can be found on the HR website.  Send copies of the letter to the Provost’s Office (3090 JHZ), HR (1090 JHZ) and the Budget Office (2015 JHZ).  Make sure the letter includes the position and FOAP numbers.  No social security number should appear on the letter.  The letter will not be processed without a signed appointment letter (signature from new hire accepting the appointment).  
· A completed Credential Summary Form, resume/CV and an official copy of their transcript (highest degree only) are required for new affiliate hires. Send these documents to HR. 
· New affiliate faculty hires will be sent information about their benefits.  Tax forms, I-9, faculty oath, information sheet and direct deposit forms will be distributed and completed at the affiliate faculty orientation.  Instructions will also be given at the orientation for completing their online benefit enrollment.  
· The department will need to request network and e-mail account from IT.
Visiting Faculty:

· Complete the Visiting Faculty Hiring Approval and Visiting Faculty Questions Forms (found on HR website). Complete dean portion and send to Kathy Gulembo in the Provost’s Office (3090 JHZ). 
· Once the Visiting Faculty Hiring Approval Form is complete and approved, HR will communicate with the dean’s office and they can proceed with hiring for the position.  A search is not required for a visiting position.  However, a search can be conducted if the hiring department feels it is necessary to generate applicants for the position. 
· Visiting appointments are for a maximum of three years.  A Visiting Hiring Approval Form is required for each year even if it is a renewal.  
· New and renewal appointments require an appointment letter.  Sample letters can be found on the HR website.  Send copies of the letter to the Provost’s Office (3090 JHZ), HR (1090 JHZ), and the Budget Office (2015 JHZ).  Make sure the letter includes the position and FOAP numbers.  No social security number should appear on the letter.  The letter will not be processed without a signed appointment letter.        
· A completed Credential Summary Form, resume/CV and an official copy of their transcript (highest degree only) are required.  Send these documents to HR. 
· New visiting faculty hires will be sent information about benefits.  Tax forms, I-9, faculty oath, information sheet and direct deposit forms will be distributed and completed at the visiting faculty orientation.  Instructions will also be given at the orientation for completing their online benefit enrollment. 
· The department will need to request network and e-mail account from IT. 
Adjunct (semester-by-semester): 

· No hiring approval form is required for semester-by-semester adjunct hires. 

· Adjunct appointments require an appointment letter (new and returning).  Sample letters are on the HR website.  Send copies of the letter to the Provost’s Office (3090 JHZ), and HR (1090 JHZ).    Make sure the letter includes the position and FOAP numbers.  No social security number should appear on the letter.  Attach a completed I-9 to the letter for new appointments.  Send the unsigned appointment letter to HR and follow-up with the signed letter when it is received. 

· New adjuncts should complete the information sheet and tax forms.  These forms are on the HR website and should be included with their appointment letter.  The letter will not be processed without a completed I-9 form.  
Administrative/Professional (AP): 

· Complete the top portion of the Hiring/Change Approval Form (found on the HR website).  This section requires the dean/appointing officer approval/signature.  Forward to the HR Office (1090 JHZ).  
· HR will complete their section and forward on to the Budget Office and appropriate vice president. Once approved, HR will communicate with the dean/appt officer’s office that it has been approved and they can start a search. 
· Follow the regular search process as outlined by HR. 
· Once the selection is approved, an appointment letter needs to be completed by the dean/appointing officer.  Sample letters can be found on the Human Resources website.  Send copies of the letter to the appropriate VP, HR (1090 JHZ) and the Budget Office (2015 JHZ).  Make sure the letter includes the position and FOAP numbers.  No social security number should appear on the letter.  Once the new AP signs the letter accepting the position, send to HR.  
· New AP hires will be sent information about benefits, tax forms, I-9, information sheet and direct deposits forms.  They will be contacted by the HR Benefits Office to schedule a benefits orientation. Forms and I-9 can be completed at the benefits orientation.  Instructions will also be given at the orientation for completing their online benefit enrollment. 
· The department will need to request network and e-mail account from IT. 
12-Month Adjunct AP: 

· Complete the top portion of the 12-Month Adjunct Hiring Approval Form (found on the HR website).  This section requires the dean/appointing officer approval/signature.  Forward to the HR Office (1090 JHZ). 
· HR will complete their section and forward on to the Budget Office and appropriate vice president.  
· Once complete and approved, HR will communicate with the dean’s office that it is complete and approved. 
· Appointment letter needs to be completed by the dean/appointing officer.  Sample letters can be found on the Human Resources website.  Send copies of the letter to the appropriate VP, HR (1090 JHZ) and the Budget Office (2015 JHZ).  Make sure the letter includes the position and FOAP numbers.  No social security number should appear on the letter. 

· New adjuncts should complete the information sheet, tax forms and I-9.  These forms are on the HR website and should be included with their appointment letter.  The letter will not be processed without a signed appointment letter.   
· The department will need to request network and e-mail account from IT.  
Adjunct AP (less than 12 months): 

· No hiring approval form is required for less than 12 Month Adjunct APs. 
· An appointment letter needs to be completed by the dean/appointing officer.  Samples letters can be found on the Human Resources website.  Send copies of the letter to the appropriate VP, HR (1090 JHZ) and the Budget Office (2015 JHZ).  Make sure the letter includes the position and FOAP numbers.  No social security number should appear on the letter.  Once the new hire signs the letter accepting the position, send to HR. 

· New “less than 12-month Adjunct APs” should complete the information sheet, I-9 and tax forms.  These forms are on the HR website and should be included with their appointment letter.  Send the unsigned appointment letter (with appropriate forms) to HR and follow-up with the signed letter when it is received. The letter will not be processed with a completed I-9. 
Adjunct APs that are Grant Funded:

· Complete the 12-Month Adjunct Hiring Approval Form.  Be sure to indicate if this is a grant funded position.  There is a line on the form that asks that information. 
· If the appointment is “Less than 12 Months” no form is necessary.  However, if the position is grant funded, this procedure should be followed. 

· The position needs to be posted on the GVSU Job Website (contact Sue Lindrup in Human Resources) for a minimum of at least one week (7 working days).  The job posting must also be placed with MAP (Multiracial Association of Professionals) website. E-mail the job posting to Farris Withers at withersf@grandrapids.org. Phone (616) 771-0320.  This is a free listing.  You can view the website at www.map-gr.com.  This organization is part of the Grand Rapids Chamber of Commerce.  No other advertising/posting is required. 

· No recruitment plan is necessary. 

· No Inclusion Advocate is required. 

· Human Resources and Affirmative Action need to review the approve the interview pool before interviewing.  

· Human Resources and Affirmative Action need to review and approval the selection.  The selection does not need to go to the Provost or appropriate VP for final approval. 

· Once a selection is made and offer extended (typically verbally offered), the dean/appointing officer will need to do an appointment letter.  There is a sample appointment letter on the HR website.  The appointment letter needs to include the following statement: “Your appointment is contingent upon continued grant funding.” 

· The department will need to request network and e-mail account from IT.

· If after completing the 12-month assignment and the department wants to renew the appointment for another 12 months, no search needs to be done.  The dean/appointing officer will need to do a new 12-Month Adjunct AP Hiring Approval Form and a new appointment letter. 
Hourly Staff:

· Contact Sue Lindrup in HR (331-2215) when there is a vacancy, new or change in a hourly position.  HR will get the appropriate approvals to proceed with a search or make any changes in a position. 
· HR generates the appointment letters for new hires, transfers, and changes. A copy of the letter will be sent to the dean/appointing officer, supervisor, and budget office.  HR will send tax forms, I-9, information sheet, direct deposit form, benefit information and temporary parking permit to new hires.  The appointment letter will state the date, time and location of the benefits orientation.  Forms can be completed and collected at the benefits orientation. 
· HR will request e-mail and network account from IT.  The supervisor will be copied on the requesting e-mail to IT and thus will be notified when the account is set up.  
Temporary Hourly Staff: 

· For departments who have already secured their own temp staff (i.e. students who have graduated and are now becoming a temp, departments that already recruited, interviewed and offered a temp assignment-new hire):

· Complete Temp Authorization/Extension form located on the HR website (all fields must be completed.)

· Have new temp staff complete all employment forms, which are listed on the temporary authorization/extension form.

· Always obtain forms from the HR website in order to ensure that the most up to date form is submitted (updates occur regularly.)

· Submit completed temp authorization/extension form along with all completed employment forms to HR (1090 JHZ). 

· The temp will not be processed without all required paperwork.
· If needed, HR will request e-mail and network account from IT.  The supervisor will be copied on the requesting e-mail to IT and thus will be notified when the account is set up.
· If needed, HRO will request a parking permit from Public Safety for the new temporary staff member.
· For departments who need to obtain a temp from the HR temporary consortium (i.e. worked in various departments and beginning a new assignment)

· Notify Beth Evans (331-2215) with as much advance notice as possible.

· Provide the dates, hours, and responsibilities the prospective temp will perform via phone or e-mail.

· The department can request to interview several prospective temps from the consortium. 

· The department offers the assignment to the temp and informs the others of the non-selection.

· If the department does not choose to interview, Beth will secure the temp and the department’s contact information will be provided to the temp.

· The temp will contact the supervisor for confirmation, instruction, etc.

· The supervisor should contact the temp if additional information needs to be provided.

· Complete Temp Authorization/Extension form located on HR website and submit to HR (1090 JHZ).

· Human Resources also keeps applications on file of applicants who are not in the consortium (i.e. new hire)

· This is helpful for departments that may be looking for a longer term temp (4-6 months) with a particular skill that may not be among the temps in the consortium.

· The department can request applications/resumes for review, schedule interviews, and make a selection.

· Complete Temp Authorization/Extension form located on HR website (all fields must be completed.)

· Have new temp staff complete all employment forms, which are listed on the temp authorization/extension form.

· Always obtain forms from the HR website in order to ensure that the most up to date form is submitted (updates occur regularly).

· Submit completed temp authorization/extension form along with all completed employment forms to HR (1090 JHZ).

· The temp will not be processed without all required paperwork.
· If needed, HR will request e-mail and network account from IT.  The supervisor will be copied on the requesting e-mail to IT and thus will be notified when the account is set up.
· If needed, HRO will request a parking permit from Public Safety for the new temporary staff member.
