PROCESSING CHECKLIST ADJUNCT FACULTY Returning from Adjunct Semester Break*  
*Employee had a break in service of less than twelve (12) consecutive months.

Candidate Name      

End Date of Last HCC Assignment ​​​​​​​​​​​     
(Reference Workload Management in PS-SA)

Part-Time Employee Recommendation (PTR) Form
                   
 FORMCHECKBOX 
 Budget number


 FORMCHECKBOX 
 Position title

 FORMCHECKBOX 
 Action Reason


 FORMCHECKBOX 
 Employee Type


 FORMCHECKBOX 
 College/division/department


 FORMCHECKBOX 
 Employment Start & End Dates



 FORMCHECKBOX 
 “Requested by” Printed Name & Signature


 FORMCHECKBOX 
 “Approved by” Printed Name & Signature

 FORMCHECKBOX 
  Reports to
NOTE: SCH Adjunct Faculty Workload Guidelines - Adjunct faculty may teach a total of 10.5 equated hours during the Fall, Spring, & Summer semesters.  Fall semester includes all variations: Regular, Second Start, Holiday mini-term, etc.  Spring semester includes all variations: Regular, Second Start, May mini-term, etc.  Summer semester includes all variations: first five or six weeks, second five or six weeks, 10 weeks, 11 weeks, etc.  On an exception basis, an adjunct may teach up to 12 equated hours within one academic school year (fall through following summer).
Questions to ask ALL Adjunct Faculty Returning from Adjunct Semester Break:
Has anything changed in the following areas? (Any “yes” answer requires completion of the appropriate form(s).)  

Check the applicable boxes below.   Attach the required completed forms to the PTR.  Send to Human Resources, MC 1120.
HR RECORDS
 FORMCHECKBOX 
 Your personal contact information (mailing address, telephone, personal email) If so, change using @ Your Service.
 FORMCHECKBOX 
 Your employment eligibility (visa or residence status) (Form I-9 Employment Eligibility Verification + new documents)

 FORMCHECKBOX 
 Has your education changed? (Appropriate Faculty Certification of Standards form plus transcript noting the change)

 FORMCHECKBOX 
 Has your legal name changed? (Revised Social Security card must be presented to HR-Records; Section 3 of I-9 completed + Personal Information Update Form)

 FORMCHECKBOX 
 Are you currently an exempt HCC full-time staff employee teaching a course? (Requires written verification of full-time & part-time work schedules; can be emailed from employee’s supervisors to HR-Records)

PAYROLL

 FORMCHECKBOX 
 Your banking institution and/or accounts (Direct Deposit Authorization Form or Cash Pay Enrollment Form)
 FORMCHECKBOX 
 Your withholding allowances (Form W-4 Employee’s Withholding Allowance Certificate)
HR BENEFITS

 FORMCHECKBOX 
 Your retirement status** (Form HR-175 Retirement Plan Selection for Non-benefits Eligible Employees)

**All part-time employees are automatically enrolled in TIAA-CREF, the part-time retirement plan, each September 1 unless a HR-175 indicating otherwise is completed by the employee.  If employee is retired or eligible for TRS/ORP retirement contributions, it may be in his/her interest to complete the HR-175, Retirement Plan Selection for non-benefits eligible employees.
Forms for part-time hiring can be found on the District web site.  Click Faculty & Staff>HR Forms (under Human Resources heading)>Hiring Forms-Part-time.
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