Y= ACADEMIC AFFAIRS .
i LAMAR UNIVERSITY. New Faculty Packet Checklist
Z Part-Time Faculty

New Hire Name:

Rank: Position #: Index #:
College: Department:
Checklist Prepared By:

Collect hiring paperwork, submit all forms below to the officeoftheprovost@lamar.edu.

1. Faculty Employment Application and Vita: This can be pulled from NEOED
2. Documentation of Qualifications: Form to be completed by Chair and approved by the

Dean for each adjunct/GTA hired. (must be hire by 12" class day)

3. Official Transcripts from ALL degree granting institutions. Guideline for Accepting
Transcripts (Official transcripts must be sent to the Provost Office)

4. Recommendation Letters: Three letters of recommendation.
5. English Proficiency Form: Required for all new faculty.

Provost Office will submit the approved hire packet to Human Resources for L# creation and onboarding.
Upon the completion of the employment process, Human Resources will send notification of L# for EPAF submission.

Department Chair: Date:
Business Manager: Date:
Dean: Date:
Provost for Academic Affairs: Date:

Date Received: Date Processed: . Reviewed by:

Comments:

Questions, please call the Provost Office x7537

Fall 2026


mailto:officeoftheprovost@lamar.edu
https://intranet.lamar.edu/employee/internal-services/dara/ss-documents-of-qualifications.html
https://www.lamar.edu/faculty-staff/_files/documents/academic-affairs/forms/guidelines-for-accepting-transcripts-2026-2027.pdf
https://www.lamar.edu/faculty-staff/_files/documents/academic-affairs/forms/guidelines-for-accepting-transcripts-2026-2027.pdf
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.lamar.edu%2Ffaculty-staff%2F_files%2Fdocuments%2Facademic-affairs%2Fforms%2Fenglish-language-proficiency-form.pdf&data=05%7C01%7Ccathomas3%40lamar.edu%7C163ec81316f94304ecbc08db402e02cf%7C8cf8605bf7b2482486fb604423c32395%7C0%7C0%7C638174338573131838%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=37HbLjsBfFksXHEgsbi8r79d%2FuJIgwddV3cVi8htL68%3D&reserved=0



