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EMERGENCY HIRE REQUEST FORM

Human Resources Department
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Date:    
Initiator Of Request (Dept. chair/administrator):  

Department:  
  Discipline (If Applicable): 


Name Of Anticipated Instructor:  

Minimum Qualifications Of 

Anticipated Instructor*:  

Anticipated Start Date***: 
  Anticipated Duration Date**: 


Adjunct Pool Information

 [1]
Do You Have An Active Adjunct Pool?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

· If No, Have You Requested That Your Pool Be Reopened?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

· If Yes, Have You Checked With Human Resources To See If Any New Adjunct Applications Have Been Received That Could Cover This Assignment?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

[2]
When Did You Last Interview And/Or Add Adjunct Faculty To Your Pool? _______________ (Date)
A)
Have You Checked With Any Of Your Inactive Adjunct Faculty Members To See If They Are Available To Cover This Assignment (Please Note That Adjunct Faculty Members Can Be “Reactivated” For Up To Four Years Without Having To Be Reinterviewed)?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

B) Are Any Of Your Newly Added Adjunct Pool Members Available To Cover This Assignment?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
After Answering These Questions, Please Justify, In The Space Provided Below, Why You Feel That An Emergency Hire Is Needed To Cover This Assignment:


A     P     P     R     O     V     A     L     S

(Please Include Employment Application/Transcripts Verifying Mq’s When Routing For Approvals.)

Department Chair:
_________________________________________________________________________


Signature
Date


Dean:
_________________________________________________________________________


Signature 
Date

(This Signature Confirms That I Agree That The Department Has Followed All Steps Necessary To Justify An Emergency Hire And That Minimum Qualifications Have Been Verified For The Instructor On This Request.)

Vice President: 
_________________________________________________________________________


Signature
Date


Academic Senate President: 
_________________________________________________________________________


Signature
Date


Please Forward This Form To Human Resources Once Approved.***

Human Resources Confirmation That The Information Is Accurate As Stated Above: __________________________


Initials/Date

Comments, If Applicable:


*
Potential Candidates For Emergency Hire Situations Must Meet Minimum Qualifications For The Discipline/Department In Order To Be Employed On This Basis (Equivalencies Are Not Accepted For Emergency Hire Situations); Initiator Is Responsible For Verifying Appropriate Degree Title And/Or Experience (Verification Must Be Attached To Form During Approval Process And Degrees Must Be Obtained By A U.S. Institution Recognized By An Accrediting Body As Listed In The Afa Contract, Article 27, Section 27.01d Or Be Accompanied By Evaluation Of Foreign Transcripts.)

**
Please Note:  Anyone Hired Under Emergency Hire Circumstances Who Is Not Evaluated By The End Of Their First Semester Of Employment Must Go Through The Interview Process To Continue In The Department's Adjunct Pool (They Must Also Be "Re-Paf'd" By The Department As Active Adjunct With No Duration Date).

***
Emergency Hire Candidates Cannot Begin Their Assignment Until This Form Is Approved And Returned To Human Resources And Fingerprint Clearance Has Been Received (Fingerprints Must Be Taken At Least 5 Working Days Prior To Anticipated Start Date.) 
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