HIRING PROCEDURES:

ASSOCIATE & ADJUNCT FACULTY (no pay/at will):

1) Department’s faculty votes to hire adjunct and associate faculty.
2) For Associate faculty (currently employed by NC State), Department Head contacts candidate’s Department for Approval (usually by e-mail).

3) Prepare adjunct offer letter (https://www.ncsu.edu/human_resources/employment/epa_letters/Adjunct%20Faculty%20(unpaid).docx) to Dean requesting permission to appoint.   (Include date of vote, #voting faculty/yes votes, justification to hire and effective date of hire).  Attach candidate’s CV,  2  letters of recommendation (can be letters from our faculty) and  approval memo or e-mail from candidate’s department head and (route through CALS Personnel office)

4) Rank coincides with current appointment faculty rank or experience/education if from private industry.  (ie: Associate Professor = Adjunct Associate Professor)
5) If approved by Dean, send offer letter to candidate (select EPA offer letters) all offers are “at will”.

6) If they are not currently employed at the University, send forms or link to the new hire package on the CALS Personnel website.
7) For candidates currently working at NC State, notify their home department/college of their “associate” status with our department/college (the home department/college will be responsible for entering the information in the HR system) send a copy of their appointment letter to the home department/college. 

8) For candidates employed outside the University who currently have an appointment as an adjunct in another department, this appointment will be entered as an additional job.

9)   Prepare a CALS personnel action form
10)   After candidate accepts and returns package.   Send a copy of the completed packet to CALS Personnel to process and enter into the HR System.
11)   Complete Graduate Faculty Nomination form for membership in the Graduate Faculty and send to Grad School for approval.
It is not necessary to have a background check done for adjuncts.  You will not need and I-9/E-verify, tax forms or direct deposit slips for no-pays.   Since these appointments are “at will”   they do not require an appointment end date. 
 Adjuncts are always associated with another institution or private industry.  If the person is international, it would be up to his primary employer and the employee to have the proper visa/documentation on file with his primary employer. We do not need to request proof of employment authorization for a “no pay” adjunct.
