
HCC New Adjunct Hiring Process 

Applicant	completes	HCC	application	and	
requests	official	transcripts	be	sent	to	HR.

President/designee	 reviews	application	and	
official	transcripts.

President/designee	 completes	New	Adjunct	
Approval	Form	specifying	courses	the	
applicant	can	teach	based	on	current	

requirements.

If	no	approval	is	given,	HR	notifies	applicant	
that	their	qualifications	do	not	meet	our	

needs	at	this	time.

If	approval	is	given,	HR	Manager	emails	
approval	form	to	directors.

Directors	notify	HR	when	they	want	to	utilize	
that	instructor.

HR	sends	appropriate	payroll	forms	to	
instructor	when	prompted	by	Directors	and	
prior	to	assignment	of	instructor	to	course.

Payroll	forms	completed	&	returned,	HR	
forwards	approval	forms	with	added	
information	to	payroll	for	processing.

Instruction	adds	the	new	instructor	into	
PowerCampus,	assigns	course(s),	and	
requests	IT	set	up	for	that	instructor.

HR	adds	instructor	contact/course	approval	
information	to	adjunct	instructor	database	

and	maintains	personnel	file.


