
New Hire or have not been employed by DU in the past year    

 
Confirm Criteria to hire 

adjunct faculty 

Department completes 
Adjunct PAF & request new 
hire paperwork & Terms & 
Conditions contract (T&C). 

 

Dept. submits Adjunct 
PAF, T&C and  new hire 

paperwork to Dean/Dir. for 
approval 

Adjunct PAF, T&C and 
new hire paperwork 
submitted to Human 

Resources 

Adjunct Faculty Hiring Work Flow 

HR will track and TA approves 
adjunct PAF, T&C and new hire 
paperwork and submits to HRIS 

HRIS approves adjunct 
PAF and enters PAF and 
new hire paperwork into 

Banner 

Adjunct PAF in HR a total 3 
business days if all paperwork is 

received and completed 
accurately 

 
Adjunct Faculty Hired 

HRIS scans adjunct PAF, T&C 
and new hire paperwork into 

adjunct’s employee file in Nolij 

   Re-hire has been employed by DU within the past year  

Adjunct PAF submitted to 
PI/Research/Provost for 

approval 

Department submits Adjunct EPAF 
to Department Head and gets 

Terms and Conditions Signature 

Department Head approves adjunct 
EPAF and routes to Budget 
Administrator for approval 

 
Budget Administrator approves 

Adjunct EPAF and routes to HRIS 

 
HRIS approves Adjunct EPAF and 

enters into Banner 

Adjunct EPAF in HR a total of 3 
business days if all paperwork is 
received & completed accurately 

 
Adjunct Faculty Rehired 

HRIS scans adjunct’s T&C into 
adjunct’s employee file in Nolij 

Adjunct PAF submitted to 
PI/Research/Provost for 

approval 


	Slide Number 1

