
Part-Time New Hire Procedure: 

1. Have the candidate complete the Background Consent Form along with a copy of their driver’s license and
social security card (front and back) and the supervisor turn in the  Letter of Appointment Request form
hourly employees to HR as soon as possible (it normally takes about 72 hours for the background to clear).
For part-time adjunct employees, a spreadsheet from the department listing the LOA request will be sent at
the beginning of each semester. Part-Time Instructors must have a Credential Form with OFFICIAL
transcripts on file signed by the supervisor and dean before they are allowed to teach.

2. While waiting for the background to clear, all candidates must type in the fillable forms and the supervisor
must collect ALL of the documents before submitting them to HR in a complete packet. The onboarding
packet can be accessed here 2024 Onboarding Documents Part Time

All onboarding documents should be sent to HR at least 14 days before the 



�x The training lasts one hour and should be completed on the clock. It does not all have 
to be completed in one sitting. The software will save the candidate’s progress until 
the training is completed.  

�x The candidate will need to achieve a score of 80% or higher on the final assessment. If 
the score is not achieved, the candidate may retake the assessment until they achieve 
an 80% score. The candidate will need to click ‘Complete the Course’ after achieving 
the passing score in order for the training  to be marked complete in the software.  

�x HR will print the certificate from NeoEd  Learn after completion and add it to the 
personnel file. 


