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As a matter of University policy (Policy 2101 – Faculty Hiring Procedures), all Instructional Faculty (including part-time/adjunct) as well as any Administrative & Professional Faculty or classified employee who will likely be teaching a class as part of their job responsibilities, must submit an official transcript of the highest degree attained and, if applicable, the graduate degree that is most appropriate to the primary teaching assignment, upon hire. In cases of emergencies, where there is a valid reason for a delay in receiving the official transcript, departments may submit this Emergency Hire Form in lieu of an official transcript. The employee may not be hired without either the appropriate official transcript or the Emergency Hire Form. This form must be attached to the PAR form used to hire the employee. Unless otherwise noted, all fields must be completed. Please read Policy 2101 before completing this form.
	1. Date prepared 

     

	2. Contact/phone (person to call for information/#)

     /     
	3. JMU Department

     

	4. Full name of employee being hired without official transcript

     

	5. Hire Date

     

	6. Employee PeopleSoft ID Number
     
	7. Highest degree attained and degree-granting institution

     



     

	8. Date official transcript expected to HR:

     
(Must be within 60* days of hire date. 180 days if foreign transcript) 
	9. Check one

 FORMCHECKBOX 
 Full-time Instructional (T&R)

 FORMCHECKBOX 
 Full-time Administrative & Professional (A&P)

 FORMCHECKBOX 
 Part-time/Adjunct

 FORMCHECKBOX 
 Classified Employee teaching a class

	10. Classes to be taught in the first semester of hire, attach documentation for any additional classes to be taught (if applicable):

	
Dept
Course Title
Course #

	1.       
     




     

	2.       
     




     

	3.       
     




     

	11. In as much detail as possible, please describe the reason the employee is being hired without submitting an official transcript.

     


	12. (Optional) In addition to educational credentials, briefly describe other employee qualifications that justify this hire without transcript.

     

	Required Signatures

	Supervisor







Date      

	Dean (not required for Administrative & Professional Faculty or Classified)
Date      

	Vice President







Date      


Emergency Hire Form
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