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	Appointment of Temporary Faculty


INSTRUCTIONS:  Please refer to the attached guidelines for instructions for completing this form.

	[bookmark: Text72][bookmark: Text8][bookmark: _GoBack]Date:      
	[bookmark: Text6]Form completed by:       
	[bookmark: Text7]Phone:      



	Appointment
	

	Position Title: Lecturers
      |_| 2358 (Academic Year Position)  
      |_| 2359 (12 Month position)   
      |_| GRANT FUNDED
	Position Title:  Instructional Faculty
      |_| 2360 (Academic Year Position)  
      |_| 2361 (12 Month position)   
      |_| GRANT FUNDED

	Position Title:  Temporary Librarian
      |_| 2920 (12 Month)  
      |_| 2919 (10 Month, paid over 12 months)   
	Other (include pay title / job code):
  Job code:         
   Pay title:          

	Position Title: Student Services Professional, Academic         Related (12 Month Position)
|_| 3070(SSP, AR I)      |_| 3072(SSP, AR II)    |_| 3074(SSP, AR III)  
	Position Title: Student Services Professional, Academic         Related (Academic Year)
|_| 3071(SSP, AR I)     |_| 3073(SSP, AR II)     |_| 3075(SSP, AR III) 

	Range at which appointed:       (not required for all job codes)

	For the semester: Choose an item.       Year: Choose an item.
	Academic Year: Choose an item.

	Start Date:      
	End Date:      
	[bookmark: Text34]PeopleSoft Position Number:      

	[bookmark: Text33]Payroll Unit Number:      
	Dept. Number:      
	Dept. Name:      



	Personnel Action
	

	[bookmark: Text26]Employee Name:      
	[bookmark: Text55]Employee ID:      
	[bookmark: Text49]Employee Record:       

	Full-time Base Rate of Pay: $      

Base Rate of Pay is the rate that would be paid if the individual worked an average of 40 hours per week.
	Time Base:        %
(Enter Time Base Percent as a whole number, between 2 and 100.  2=2%, 100=100%.  Value entered must be divisible by 2 or 5.



	Distribution of Labor Cost

	Account
	Fund
	Finance Dept. ID
	Project/Grant
	% Applied

	601100
	[bookmark: Text37]     
	     
	     
	     

	601100
	     
	     
	     
	     

	601100
	     
	     
	     
	     

	601100
	     
	     
	     
	     

	Program/Class/Comments:       

	Financial
Services Use
Only
	|_| Department  		|_| Pool			|_| Position			|_| Appointment  

	
	Financial Services Director: _____________________________________________



	Unit Approval
	

	
Department Chair:  ________________________________________________________

Principal Investigator, if applicable:  _______________________________________
	
Date:       ________________

Date:       ________________



	Administrative Approval
	

	
School Dean/Director:  _______________________________________________
	
Date:       ________________



	Faculty Affairs
	

	Copy sent to Financial Services on (date):______________________
	

	Approved and Keyed into PeopleSoft by:							Date:       

	A copy of this document will be filed in the faculty member’s Personnel Action File.
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	Guidelines for Completing
Appointment of Temporary Faculty Form



The Appointment of Temporary Faculty Form must be used for all Temporary Faculty Appointments other than appointment of intermittent faculty appointments and lecturer appointments completed through the Temp Faculty Contract process.  Once the appointment form has been completed, obtain the necessary signatures and send to the Faculty Affairs office located in Stevenson Hall 1041.  If you have any questions about completing this form, please call Faculty Affairs at 664-2192 (CRS 877-735-2929 TTY).

If this individual is not a current employee at Sonoma State University or has worked as a student employee only, please enclose a curriculum vitae or resume which shows name, address, phone number, and education and work experience, it is also necessary that Official Transcripts and a completed Academic Application Form are submitted to Faculty Affairs.  Such individuals will also need to complete employee sign-up through Employee Services.

FORM:

· Date:  The date the form was filled out.

· Form completed by and Phone:  The person completing the form and the corresponding phone number.


Appointment:
The fields should be filled out as follows:

	Position Title
	This is the CSU Classification Title and corresponding Job Code which are located in the CSU Salary Schedule.

	Other
	Complete for any CSU Classification Title and corresponding Job Code not listed in the previous section.  CSU Classification Titles and Job Codes are located in the CSU Salary Schedule.

	Range at which   appointed
	Not required for all job codes.

	For the semester:

Year:
	This is to choose the correct semester the faculty will be working within the academic year and then to choose the calendar year in which the semester occurs.

	Academic Year
	This is the academic year in which the appointment takes place.

	Start Date
	This is the starting date of the appointment (first day of work).  Academic Year/Semester appointments must coincide with the Academic Calendar.

	End Date
	This is the date the date will end (last day of work).  This should be used in the event of all temporary, short-term, emergency hires, and temporary reclassifications. Academic Year/Semester appointments must coincide with the Academic Calendar.

	PeopleSoft Position Number
	This is the position number in PeopleSoft.  If this is a new position, or if the position has changed, you may not have this number available until it has been established in the system.  If that is the case, leave this field blank and Faculty Affairs will enter it.

	Payroll Unit Number
	This is the number used to sort paychecks for delivery to departments.

	Department Number
	This is your respective department number in PeopleSoft.

	Department Name
	This is your respective department name that coincides with the HR Department number.








Personnel Action:
The fields should be filled out as follows:

	Employee Name
	Enter the employee name here.  

	Employee ID
	This is the employee's identification number assigned in the PeopleSoft system.  If you do not have this number or the individual is a new employee, leave this field blank.  

	Employee Record
	For employees with multiple record numbers, note which record number the personnel action is affecting if known.

	Full-time Base Rate of Pay
	Full-time base rate of pay is the rate that would be paid if the individual worked an average of 40 hours per week.

	Time Base  
	This is the time base (shown as a percentage) that the individual will work.   Enter the time base percent as a whole number, between 2 and 100.  2=2%, 100=100%.  Value entered must be divisible by 2 or 5. 



Distribution of Labor Cost:
The fields should be filled out as follows:

	Fund
	This is the 5 digit (2 alpha and 3 numeric) PeopleSoft fund number.  Example: SO100.

	Finance Dept ID
	This is a 4 digit numeric code.  In some cases, this will be different from the HR Department Number.

	Project/Grant
	If applicable, for the Project, indicate the 5 digit numeric code and the fund number for the Grant.

	% Applied
	If the appointment will be paid from various funds, indicate the percentage to be applied to each fund.  

	Program/Class/ Comments
	If the funding is specific to a program or class, please indicate here and explain any action with brief comments.



Approval:

	Unit
	Only Appropriate Administrators or the Department Chair of the corresponding department.

	Administrative
	Approval by the School Dean or the Director of the Division.  The Administrative Manager may sign in the absence of the School Dean.

	Faculty Affairs
	Please forward the approved form to Faculty Affairs to be processed and forwarded to Financial Services.
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