
 

   

 

 

 

 
 
 

 

 
 

 
 

 

Not
 approved 

PT PAF to be 
generated 

Does the person 
hold 2 positions? 
(includes student/ 

work study 
positions) 

Yes 

Are both positions 
same unit 

classification? 
(MCCC or AFSCME 

or NUP) 

No 
Will their total hours 
surpass 18.5 hours/ 

week? 

No 

Is one position 
teaching related? 
(e.g. adjunct, 
advisor, tutor) 

Employee or HR 
Consults Ethics 
Commission 

Unallowable, cannot move forward 

End 

Consult HR 

Yes 

No 

Allowable 

End 

No 
Was the PAF 

approved before 
start date? 

Yes 

Yes 

Was the correct 
search process 
followed (i.e. job 

description created, 
apply in Interview 
Exchange, interview 

process, etc.) 

Yes 

If new employee, 
have they 

completed new hire 
paperwork and 
signed up for 
orientation? 

Yes HR processes PAF 

No 

Approved by HR 

No 

Prompt 
employee to 
complete HR 

process Complete 

No 

Consult HR 

HR
 A
pp

ro
ve
s 

Part‐Time Position Assessment Process 

Employee can start 

Yes 


