




Memorandum


TO:	Deans, Chairs and Directors

FROM:	Debrah Jefferson
Associate Vice President for Academic Affairs and
Contract Administration

SUBJECT:	Policies for Hiring Academic Employees 
AY 2009-2010 

DATE:	September 1, 2009


Chicago State University has established the following hiring-related policies for academic units with the purpose of standardizing the process and assist hiring administrators in complying with immigration and anti-discrimination regulations, as well as to expedite the process.  To this end, in conjunction with the Office of Human Resources, the following policy will continue during the new fiscal year. Please note that any permanent hire must have prior approval by the Provost and President before authorization is granted to extend any offer. Since March 11, 2009, a hiring freeze has been in place and will remain so until notification is given.  The following process, however, will still be in place:

· Filling Open Faculty and Administrative Positions in Academic Units.   A formal search must be conducted for vacant tenure-track positions and certain administrative positions. Prior to initiating a formal search, the hiring administrator must submit a Recruitment Authorization Request Form to the dean or other equivalent head of the division, and obtain approval by the Provost for the search. Hiring administrators will be asked to provide verification of salary ranges and available funding for the recruitment process and the position, as well as a statement of need for filling the position. A formal search may not be required if the open position is: 1) entry level administrative without supervisory duties, 2) a one-year appointment, or 3) a grant-funded position. If you intend to hire a foreign national, see the section below. Hiring administrators authorized to fill vacant positions should refer to the Chicago State University Search Committee Guidelines prepared by the Office of Human Resources for established University recruitment procedures.

· Selection Criteria. The hiring administrator should develop a selection criterion so that the candidates possess the educational and professional requirements for the position.  Academic units should follow their departmental by-laws in establishing search committees.  Tenure-track candidates should have the minimum educational degrees for the 
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initial academic rank at the point of hiring or will have achieved the requirement by the end of the first year.  Problems have occurred for candidates failing to complete their education prior to seeking tenure. The criteria should be set according to the teaching, research/creative activity and service activities set in the Departmental Application of Criteria, as well as the Contract and Board of Trustee Regulations for various ranks.  This means that all faculty members must have the appropriate earned degree from an accredited university, submit an official transcript to the Office of Human Resources and have demonstrated their ability to teach, perform research/creative endeavors and perform service on various levels. According to IBHE and University standards, any individual teaching credit courses at CSU must have attained or exceed the degree level for the courses and/or program in which they teach. This means that those teaching doctoral level courses are required to possess an earned doctorate.  Instructors teaching at the baccalaureate or master level need a minimum of a master’s degree.  In rare instances, an instructor with a long and nationally recognized history in a discipline will be hired to teach a specialized course. Those individuals; however, need at least a bachelor’s degree with a minimum of 30 graduate hours in the discipline. This applies to part-time, full-time lecturers, adjunct faculty as well as tenure-track faculty.
 
· Recruitment Resources. Chicago State is a participant in the Greater Chicago Higher Education Recruitment Consortium (GC-HERC).  Vacant positions will be posted to the GC-HERC website (www.gcherc.org) by the Office of Human Resources unless informed not to do so. The Office of Human Resources also has materials pertaining to the search and screening process, please contact a representative for a copy.

· Hiring Foreign Nationals. All foreign nationals, with the exception of United States permanent residents, must have authorization from the U.S. government to work in the U.S.  Depending on the type of authorization or employment visa status available to the foreign national, the University may be required to sponsor the foreign national’s work visa. There are costs associated with sponsoring a foreign national to work in the United States.  These costs are borne by the hiring department. Please work with the Office of Labor and Legal Affairs, Atty. Robin Hawkins, regarding legal issues pertaining to hiring foreign nationals.  One requirement is having a printed job posting in a national publication.

· Recruitment Inquiries:  During the recruitment process, it is important to avoid asking impermissible questions that can expose the University to claims of discrimination. Ask all applicants if they are “currently authorized to work in the United States on a full-time basis.” Applicants, who respond that they are authorized to be hired, may then be asked if they “will now or in the near future require employment visa sponsorship.” Applicants who respond “no” to the question of whether or not they are authorized to work in the U.S. may be asked to state his or her immigration status. Hiring administrators are not required to hire individuals who will require sponsorship. However, the policy of not hiring individuals who require sponsorship MUST be applied to all applicants and cannot be applied on the basis of the foreign national’s country of origin.  
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· Sponsorship Expenses: Depending on the employment visa available to the foreign national employee, the hiring department will be required to pay various petition filing fees and/or attorney’s fees. Additionally, permanent residency (“Green Card”) petitions require that certain recruitment measures be taken prior to the hiring of the foreign national employee. Faculty positions must be advertised in a national print journal or publication, e.g., The Chronicle. (Ads in electronic journals and publications will not meet this requirement.) Administrative positions must be advertised in two Sunday newspapers of general circulation for the area. Note: the recruitment measures must be conducted no more than 18 months before the date of the president’s offer letter to the individual. Thus, positions currently held by foreign nationals seeking permanent residency sponsorship that were not advertised in accordance with Department of Labor regulations or which are older than 18 months, will have to be re-advertised prior to the initiation of the permanent residency petition. Contact the Office Labor and Legal Affairs for information regarding immigration recruitment requirements or to initiate the petition process for an employee. Please note tenure status does not exempt a faculty member from meeting U.S. immigration requirements.

· The Office of Human Resources, the Budget Office and the Payroll Office all have established timetables for receiving hiring forms for each pay period.  It is the originating office and chairperson’s responsibility to see that paperwork initially is submitted in a timely manner so that the individual receives a first paycheck on schedule.  It is also the department’s responsibility to inform new employees when that paycheck can be expected based upon timely submissions and all approval signatures. Please note that this process may take from four to six weeks.

· The Department Chair/Director must submit the faculty names and courses for all changes in the teaching schedule to both academic personnel (Ms. Reba Dunner and Dr. Debrah Jefferson) and course scheduling (Ms. Carnice Hill).  There is a form for changes in assigned instructors. Please use this form when you make a change in a faculty name. The form requires the name of the previously assigned instructor and the name of the new instructor as well as the course and section information. We use the names posted in the Banner system for payment verification. We will pay part-time faculty based upon the names and credits listed as the course contact hours in Banner and according to the faculty Contract, Appendix F, Credit Unit Equivalencies. Please do not grant extra cues for “large classes” or “extended time” or for courses which exceed enrollment on the hiring form.  Those changes belong on the revised yearlong and are paid via the override forms, and are based upon the Census Data Report (10-day count).  Holding registration, adding students or making changes after the census report will not affect compensation. The University has always based enrollment on the official Census Data Report.  Team taught courses split the total cues regardless of the amount of time either or both faculty members spend in the classroom, so include the shared amount.
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· When hiring colleagues from across campus, regardless of their title, all instructors must: (1) possess at least a master’s degree  (or 30 graduate level credit hours) in the discipline or related discipline in which they will teach; (2) cannot teach during the normal work hours; (3) cannot receive extra compensation or compensatory time if they are classified as Administrator Level I and II; (4) Administrator III, IV or V may receive compensatory time or override if the work is performed after the regularly scheduled work day; and (5) the requesting department must issue the override and seek the approval of the affected employee’s chair or supervisor BEFORE arranging for the course to be taught.  These are policies that date back to at least September 1981.

· When hiring any faculty to teach 5000 level or above courses or master or doctoral level courses, the instructor must have a terminal degree in the area or a related area from an appropriately accredited institution.

· When hiring non-union or part-time faculty members, do not promise rates higher than the $400/cue policy without permission.  Permission is granted on a contract-to-contract basis because conditions and circumstances change. This means compensation could change from term to term, so because a higher rate was allowed for one term or individual does not guarantee it will continue. The department is responsible for covering the cost of their adjunct, part-time and non-regular teaching faculty. The BU line controlled by the division’s dean or departmental vacancy lines should be used for these hires unless prior arrangements have been made in writing from the Provost’s Office.  If an individual goes into the bargaining unit, the rate of compensation will be at the minimum listed in the contract.

Please use the attached payroll deadline chart for the submitting hiring forms.


Thank you for your assistance.

Cc:		Dr. Sandra Westbrooks, Provost and Senior Vice President for Academic Affairs
Ms. Teryle Gibbs, Interim Director, Office of Human Resources
Mr. John Frizzell, Director, Office of Financial Affairs
Atty. Robyn Hawkins, Legal Counsel, Office of Labor and Legal Affairs
Ms. Louise Williams, Interim Director, Budgets and Risk Management










Time Table for Initiating Hiring Process

											Admin. Staff,
    Part-Time   	   Full & Tenure  
Summer	Fall	 Spring 	Summer	Fall	 Spring 
1	Submit signed hiring packet to the			May 14	Jul 5	Nov 2	May 14	Jul 5	Nov 2
Provost’s Office Hiring Packets include:	
a.	Hiring Form
b.	Personnel Data Sheet
c.	Transcript (if new employee or
transcript is not on file)


2.	Completed packet submitted to Human Resources	June 4	Aug 6	Dec 11	June 4	Jul 23	Dec 11
a.	Material processed
b.	Approvals and signatures from 
	the Budget Office and the President 
c.	I-9 (Employment Eligibility Form)
with copies of appropriate identification
as listed on the back of the form.			Each new employee must come to the Office of Human 
						Resources for orientation and to complete the forms in 
						person after hired.

3.	Approved hiring form to Payroll			June 25	Sept 15	Jan 15	May 7	Aug 13	Jan 15
4.	Initial pay date					July 15	Sept 30	Feb 15	July 15	Aug 31	Jan 29



Policy Statements
1.	Hiring forms will not be processed without all appropriate signatures, funding codes, personnel data sheet and an official transcript.  Unofficial transcripts will be accepted to expedite the process, but an official transcript must be submitted within 30 days of employment to continue employment.
2.	The initial pay dates for Part-Time Lecturers hired based upon enrollment and program need are on or about: Fall - Sept. 29 and spring - Feb. 15, which is after the course cancellation and late registration ends.
3.	Chairpersons are responsible for the initiation and completion of all paperwork.  DO NOT send new hires to the various departments seeking their paychecks.  Please tell new hires of the initial pay dates, which is contingent upon the department’s submission of all requisite material by the deadline dates so that it clears payroll by the deadline.
4.	If hiring forms are not in the Payroll Office by September 15 for the fall term and January 15 for the spring term, the initial pay dates will be on or about October 13 and March 1.
5.	The dates provided may vary slightly depending upon changes in the various offices’ deadlines.


Prepared by Contract Administration
July 1. 2009
