Checklist for Acting Positions

This checklist has been prepared to assist you in hiring an Acting employee at Florida Atlantic University. 
Please follow this process to its completion. 

For additional assistance or for templates and forms, please refer to the Employment website at http://www.fau.edu/hr/Employment/index.php. 
· Candidate is identified for hire and meets the minimum qualifications required for the position.
· Update or establish the position description for the position on People Admin. For assistance on classifications or completing the position description, please contact Classification & Compensation at 7-1389.
· Candidate must complete the SP/Temporary application on the FAU Job website (https://jobs.fau.edu). The candidate will not apply to a specific position but just certify and then save his/her application. 
· Contact the Employment Department via email (empl@fau.edu) to have a background check on the candidate initiated. Please provide the candidate’s name, email address, index number for the background check, hiring department’s official name and division.   The candidate may not begin work until after the background check has been completed and approved for hire.
· Candidate must complete the requested background check information from Hire Right, Inc. (FAU’s approved background screening company). 
· Employment Department will notify you to move forward with the hire after the successful background check is complete.

· Contact the candidate to confirm the start date of employment.  
· Submit the following to the Employment Department to complete the new hire process:

(Templates and forms are available on the Employment webpage under the Employment Forms and Templates section)
· Personnel Action Form (PAF), with appropriate signatures and an end date of no more than 120 days. Must be a paper PAF; EPAFs are not accepted. Extensions may not be made via EPAF.
· Acting Offer Letter, on departmental letterhead and signed by the hiring manager and the candidate

****All new hire paperwork must be received by 5:00 pm on the Wednesday prior to the Monday start date of Employment****

· New employees attend Orientation on their first day of employment with FAU. Orientation begins at 9:00am in the Human Resources Department (ADM 102) and will last until approximately 4:00pm.  If hiring a temporary employee into an Acting position, he/she will only attend Benefits Orientation in the afternoon from 1:00pm – 4:00pm.
· New employee must provide official verification of education of highest completed degree by his/her start date. This includes official transcripts, notarized copy of diploma or the original diploma may be brought to Human Resources for a copy. If the employee’s degree is from outside the United States, an equivalency and translation certificate must be submitted with the educational documentation.  A list of accredited evaluation agencies may be found at: http://www.fau.edu/admissions/EvalAgencies.php. 
· Departments must begin the recruitment process within 60 days of the acting appointment for the regular appointment placement to this position. To be considered for a regular appointment the acting employee must apply during the open recruitment period.
NOTE: When moving from an Acting position to Regular position, the candidate is not eligible for a salary increase. 
