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NORTHERN NEW MEXICO COLLEGE

Part Time (Adjunct) Faculty Hiring Procedure

When a NEW part-time faculty member is hired, he/she needs to be approved by the Department Chairperson, Dean and Provost before he/she can teach at Northern New Mexico College.  

Department Chair responsibilities:

1. The applicant is interviewed by the Department Chair who fills out the Adjunct Faculty Information Sheet (AFIS) for approval by the Dean then forward to the Provost.  Attach:  

a. Resume and transcripts (unofficial transcripts are acceptable for the application; however, if approved to teach, the applicant must provide official transcripts to HR immediately).  
b. Staff Employee Request for Supervisor Approval to Teach as an Adjunct Outside Normal Duty Hours letter, if an NNMC staff employee.

2. The Department Chairperson sends the paperwork to the Dean for approval then to the Provost’s assistant to log in and forward to the Provost.

NOTE:  To avoid holding applicant files that aren’t utilized for teaching and to eliminate assigning Banner IDs unnecessarily in HR, do not send the documents for Provost approval if the department’s intent is to build up an applicant pool unless the department is reasonably sure the applicant will be utilized for the upcoming semester.

Provost responsibilities:  

1. If the AFIS is approved by the Dean and Provost, the Provost sends the paperwork to HR.  If not approved, it is returned to the Department Chair.  

2. Letter of Appointment (LOA):  If the AFIS is approved by the Dean and Provost, the Department Chair then prepares and forwards the Letter of Appointment (LOA) to the Dean then to the Provost’s Assistant for review.  Once the information is verified by the Assistant it is submitted to the Provost for approval.  After approval, the LOA is given to the Accounting & Finance Front Desk Receptionist who logs it in then forwards on for budget approval.  After the budget approval is given, the A&F receptionist sends the original LOA to Payroll and a copy to HR.   

NOTE:  The LOA should be submitted prior to the semester in sufficient time for the Dean and Provost’s approval, Budget review/approval and for HR to contact the applicant to complete the required documents before the first day of classes.  

HR responsibilities:  

1. Adjunct Faculty Information Sheet (AFIS):  HR enters the adjunct faculty member’s name on an on-going adjunct list for the academic year

2. HR updates Banner with the applicant information and provide the department with the Banner ID for the anticipated LOA request.  The AFIS application package is put in a hold file until the LOA is received from the department.  

3. Receipt of approved LOA:  HR contacts the adjunct instructor to bring in identification and work documents per the I-9 federal requirements to verify their employment eligibility and complete the following documents:

a. Pull the application from the hold file.  Verify all documents are attached.  Ensure supervisor approval for full-time staff employees is included.  
b. I-9 Employment Eligibility Verification
c. Bank information for direct deposit
d. Tax/independent information for W-4
e. Certification Regarding Drug-Free Workplace
f. Certification Regarding Staff, Faculty and Adjunct Policy & Procedure Handbooks
g. Email Request Form 
h. Educational Retirement Board forms (if teaching 4 credit hours [.26%] or more per semester)

4. With documents provided, the adjunct instructor will complete the R officenecessary forms and signatures.  

5. Provide the LOA, W-4, direct deposit and ERB form to the Payroll Office.

6. HR will maintain the LOA, I-9, and all other forms in the HR files.  

NOTE:  If the part-time faculty taught the previous semester, only the Letter of Appointment is needed.  If the instructor has not taught for one or more years, an update of all information (W-4, I-9, direct deposit, etc.) is required.
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