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Cal Poly Jobs – Full-Time Applicant Hire
1. If not already created, HM creates a faculty job requisition in PeopleSoft using the CALPOLYJOBS requisition number generated, and the position number from the approved requisition.


2. Go to  Step-by-Step Guide for Add New Applicant to be Hired in PeopleSoft (or Enter Data for Existing Applicant/Employee in PeopleSoft, if applicable)
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HM changes online status of selected finalist(s) to Recommended to HR/AP.[image: image4.png]icrosoft Internet Explorer
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HM generates and prints AP101A (“Candidate Listing-Faculty”) from the Reports link in CALPOLYJOBS.ORG/HR. 













5. HM completes Form AP101 (available on AP website at www.academic-personnel.calpoly.edu, Forms tab) to appoint selected candidate(s), and obtains signatures of EEF and Department Head/Chair.


6. HM submits AP101A, AP101, copies of all advertisements (print and on-line), and complete file(s) of recommended candidate(s) to Appointing Authority for approval.*


7. AA reviews applicant file and approves appointment by signing AP101, completes PeopleSoft contract panels (go to appropriate Faculty Contracts Step-by-Step Guide, creates offer letter, and forwards applicant package to AP.

8. AP reviews and approves applicant package and mails offer letter to candidate.
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HM may send rejection letters to remaining candidates after appointee(s) provide verbal or written acceptance.  HM changes status of remaining candidates to Not Hired with appropriate reason specified. 

(Normally, “Another Applicant was Hired” is used for finalists).


10. After all applicant statuses have been set to Not Hired or Recommended to HR/AP, HM notifies AP that the job requisition can be Filled (if position is “open until filled”, AP will close the position, then fill).





* New applicant files must contain 3 letters of reference (or evidence of 3 phone references) and official certified    

   transcripts of the highest degree before offers can be made.
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AP removes any open positions that have been filled from CSU careers website, if applicable.
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