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HIRING REFERENCE GUIDE

AY 2006/2007
HIRING FLOW CHART
Graduate Assistant - Prepare PTF and Contract (found on-line), prepare and attach cover Checklist, Enrollment Verification, and attach appropriate documentation as needed, according to Checklist.

Teaching Associate - Enter data on department Excel spreadsheet, creating a new line if candidate is a new hire, prepare and attach Checklist and Enrollment Verification, and attach appropriate documentation as needed, according to Checklist.  College office will generate contract from forwarded spreadsheet and return for signature.

Part Time - Determine “hire” eligibility and enter data on department Excel spreadsheet, creating a new line if candidate is a new hire, prepare and attach Checklist and appropriate documentation as needed, according to Checklist.  College office will generate contract from forwarded spreadsheet and return for signature.

Full Time - Determine “hire” eligibility and prepare PTF and contract (found on-line), prepare and attach FT Lecturer or Renewed Appointment Checklist, and attach appropriate documentation as needed, according to Checklist.

Tenure Track - Academic Personnel, in conjunction with the College of Liberal Arts staff will prepare PTF.  Prepare indexed binder (provided by CLA) with documents from candidate’s application file, include completed Tenure Track Checklist and forward to college office.

ACTION/REASON CODES (For use on Excel Spreadsheet)

HIR

APT
Used at initial hire into the CMS system.  Include Education information (degree type, name of institution, and mon/yr degree was conferred) in the Education column.

HIR

CON
Used for an employee actively employed in another Department and used only once for each new position added.

HIR

PRI
Used to hire an employee that was previously employed at CSULB before PeopleSoft (7/1/01).  Employee will be required to sign in at Payroll.  Include Education information as in HIR APT.

REH

REH
Used to rehire an employee who already exists in database.

PAY

TBC
Used whenever the time base/FTE/WTU changes from a previously designated value.  When WTU/base rate changes, place an “X” in the Correction field.

DATA CHG
POS
Used when a Position # is changing from previously submitted spreadsheet. Place an “X” in the Correction field.

HIRING DATES
	Fall 2006 (F)

  - Grad. Asst. 9/1/06 ~ 1/30/07
  - Teaching Assoc. 8/21/06 ~ 12/22/06
  - Part Time 8/21/06 ~ 12/22/06
  - Full Time 8/21/06 ~ 12/22/06
	Spring 2007 (S)

  - Grad Asst. 2/1/07 ~ 6/30/07
  - Teaching Assoc. 1/22/07 ~ 6/1/07
  - Part Time 1/22/07 ~ 6/1/07
  - Full Time 1/22/07 ~ 6/1/07



	Academic Year 2005/2006 & Multiple Year Contracts (Part/Full Time Lecturers)

  - AY (Academic Year eligibility, unit load total same as previous year) 8/21/06 ~ 6/1/07
  - 3AY (3 Year eligibility, same unit load for six semesters) 8/21/06 ~ 5/29/09
  - 3AY/F06 (3 Year eligibility, Fall 2006 assignment only-or change in WTU for Fall semester; future assignments TBD)


MISCELLANEOUS
-Never delete anything from the Excel hiring spreadsheet.

-If an employee listed on the Excel Spreadsheet will not be rehired, remove Action/Reason and put ‘terminate’ in comment field.

-After new GA/TA/PT/FT/TT hires have signed their contracts/acceptance, they should be provided with a Steps to Check-in at CSULB form to enable them to navigate the labyrinth of offices they must visit as a new employee.

-Subsequent submissions of spreadsheet (revisions/additions) should have an ‘X’ in the “Correction” field.  This will denote a change to a particular line(s) of hiring information.  The spreadsheet should be renamed with the current date for tracking purposes.

Note: On-line forms and more detailed information can be found on the College of Liberal Arts web page under Dept. Resources.

UPDATED: 7/17/06

