
AP Appointment Process for New Lecturers
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As of 5/14/16 9:43 AM

Nominates New 
Lecturer to Chair

Approves 
or denies 

nomination

Approved

Receives 
request to hire 

approved 
nominee

Denied

Contacts 
Lecturer to 

complete a Bio 
Form

Contacts the  
Approved 

Lecturer to give 
notice of the 

potential 
appointment

Completes Bio 
Form

Reviews Bio Form 
for completeness

Obtains required 
documents from AP 

Recruit in 
adherence with the 

Search Plan

Yes

Checks for 
Instructional 

Workload Credit

Completes IWC 
Form and 
uploads to 

Server

No

Verifies State 
Funded 

Employment 
Percentage & 
Documents

Is Percentage 
over 125%?

Yes

Can 
Appointment be 

adjusted?

Adjust UCR 
Teaching 
Schedule

Yes

Votes on 
Nominee

Documents Vote 
Results

Vote 
Approved or not 

Approved?

Approved

Complete New 
Appointment 
Lecturer Form

Signs New 
Appointment 
Lecturer Form

Provides Chair’s 
Justification for 
Appointment

Scans all 
Documents to 

PDF and 
Uploads to I-

Drive

Verifies IWC Complete
Verifies Bio 

Form
Complete

Verifies Quarter 
Count

Notes Funding

Signs 
Appointment 

Letter

Drafts 
Appointment 
Letter from 
Excel Data

Saves Signed 
Letter to I-Drive 

and Requests 
Lecturer 

Signature 
through Dept.

Requests for 
Lecturer to Sign 

Appointment 
Letter

Signs 
Appointment 

Letter

Saves Signed 
Letter to I-Drive 
and sends to the 

Dean’s Office

Does 
Lecturer Agree to 

schedule?

Yes

No

Incomplete

Incomplete

Reviews and 
Verifies File is 

Complete

Documents on 
File Maker Pro

Documents on 
Excel

Reviews AP File 
and 

Appointment 
Letter

Denies/
Approves 

Appointment
Approves

Denies Appointment

Receives Signed 
and Complete 

Letter

No

Yes

No

Not Approved

Verifies 
Expected 
Student 

Enrollment

Verify Lecturer’s 
Credentials

Collect 
Advertising 

Documentation

Credential Verification Denied

Some departments vote prior 
to file preparation to 

minimize rework.

Advertising documents are available in 
AP Recruit, collection of the 

documentation again is repetitive 

Repetition of work: CHASS Dean’s 
Analyst and Assistant Director both 

review and verify work.

Repetition of work: The same 
documentation occurs but in 

different two systems.

Opportunity to 
reduce steps: Dean’s 

Office requests 
signature through the 

department.  

Opportunity to 
reduce steps – suggestion 

for Dean’s Office to request 
for Lecturer signature 

directly.



AP Appointment Process for Lecturer Reappointments
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Requests 
Documentation (Bio 

Form, CV, Recent 
Evaluations) and 

Provides Certification 
Statement

Provides 
Documentation 

Requested

Verifies 
Documents 

Provided

Attaches 
Classroom 

Visitations or 
Assessment 

from Previous 
Teaching to File

Request Memo 
from Chair to 

Justify

Completes IWC 
Form and 
uploads to 

Server

Verifies State 
Funded 

Employment 
Percentage & 
Documents

Is Percentage 
over 125%?

Yes

Can 
Appointment be 

adjusted?

Adjusts 
Lecturer’s UCR 

Teaching 
Schedule

Yes

Votes on 
Nominee based 
on File Prepared

Documents Vote 
Results

Vote 
Approved or not 

Approved?
Approved

Completes 
Reappointment 
Lecturer Form

Signs 
Reappointment 
Lecturer Form

Scans all 
Documents to 

PDF and 
Uploads to I-

Drive

Verifies IWC Complete
Verifies Bio 

Form
Complete

Verifies 
Assessment

Complete Notes Funding

Signs 
Appointment 

Letter

Drafts 
Appointment 
Letter from 
Excel Data

Saves Signed 
Letter to I-Drive 

and Requests 
Lecturer 

Signature 
through Dept.

Requests for 
Lecturer to Sign 

Appointment 
Letter

Signs 
Appointment 

Letter

Saves Signed 
Letter to I-Drive 
and sends to the 

Dean’s Office

Lecturer Agree 
to adjusted 
schedule?

Yes

No

Reviews and 
Verifies File is 

Complete

Documents on 
File Maker Pro

Documents on 
Excel

Reviews AP File 
and 

Appointment 
Letter

Denies/
Approves 

Appointment
Approves

Denies Appointment

Receives Signed 
and Complete 

Letter

Not Approved

Verifies 
Expected 
Student 

Enrollment

No

Contacts Lecturer to 
Verify Availability

Prepares 
Justification 

Memo

Verifies and 
Corrects Salary, 
%, Quarter and 

Course

No
Is Quarter 

Count at 10?
Yes

Is Salary 
within Salary 

Scale?

Adjusts Salary

Yes

No

Notifies Chair 
and FAO of 

Salary 
Adjustment

Is Funding Available 
for Salary 

Adjustment?

Requests 
Funding from 

FAO

Notifies Dean’s 
Office of Salary 

Adjustment

Obtains 
Additional 

Funding

Verifies 
Evaluations

CV and Bio Form are 
very similar. Consider 
consolidation of forms 
and review frequency 

required for completion 
per policy.

Opportunity to 
reduce steps – suggestion 

for Dean’s Office to request 
for Lecturer signature 

directly.

Opportunity to 
reduce steps: Dean’s 

Office requests 
signature through the 

department.  

Repetition of work: CHASS Dean’s 
Analyst and Assistant Director both 

review and verify work.

Repetition of work: The same 
documentation occurs but in 

different two systems.

Incomplete

Selects Lecturer for 
Reappointment

Selects Lecturer for 
Reappointment

Step 1A

Notified on 
Lecturer 

selected for 
Reappointment

Requests 
Documentation (Bio 

Form, CV, Recent 
Evaluations) and 

Provides Certification 
Statement

Verifies 
Documents 

Provided

Step 1B

Step 2

Step 3A
Step 3B

Step 4A

Step 4B

Step 5B

Step 6B

Step 5A

Step 6A

Step 7B

Standardize 
Roles & Responsibilities: 

Steps are being 
completed by different 
people depending on 

department

Review iEval system and 
evaluations order when 
downloading them for 

reporting; opportunity to 
streamline work.
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