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CHRS Recruiting Temporary Faculty Pool Guide 
 

Assumptions/Prerequisites  
Role: Department Chair or Academic Support Coordinator 
System Permission Level: CSURSPUT Hiring Manager Plus (Chairs) or CSURSPUT Department Admin Plus (ASCs) 
Job Card: Identified as Search Committee Chair (Chairs) or Admin Support (ASCs) 
 
Logging in: 
Access CHRS Recruiting from the myHumboldt portal Faculty/Staff Resources drop-down menu: 
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Next, choose our campus “Humboldt” from the CSU campus drop-down menu: 
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Once logged in, you’ll see this Dashboard (note: ASCs will have a different view than department chairs): 

 
 
 
Step 1 - Reviewing Applicants: 
 
From the Dashboard, click on the “Search committee review” tile. Now you can see your job list, and how many applicants have submitted 
applications.  
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Click the blue “View Applicants” link on the right to see all the new applications that have come in that you have not reviewed yet: 
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On this page, you can see the list of applicants on the left hand side, along with a place to make notes on the right. You can also provide an overall 
rating. 
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Click the person’s name to open the applicant card and view the CV, as well as contact information and other application materials, and a history 
of communication with them. 
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Viewing the CV via the Applicant Card: 
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Viewing the History via the Applicant Card: 
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Once you have screened each applicant, you can move them in bulk to the “Department Chair Review Successful” or the “Department Chair 
Review Unsuccessful” statuses as a holding place. 
 
To do this, navigate to the job (either from your Dashboard or by clicking “Jobs” on the toolbar as shown below) and click on the “Applications” 
link: 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 



10             CHRS Recruiting Temp Faculty Pool Guide 

Step 2 - Bulk Move Applicants: 
 
Click the checkbox next to the applicants you want to change the status for.  You can select different actions for the different colored boxes 
(green, yellow, and red).  Each color is a different “bucket” we can move them to. 
 
In this example, we’ve checked the green box for applicants “Anne Wasson” and “Bobby Beck.”  We’ve checked the yellow box for applicants 
“Melissa Jones” and “Testing CHRS.” 
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Once you’ve made your selections, click the “Select a bulk action” drop-down menu, and select “Bulk Move”: 
 

 
 
 
The next screen is where we’re going to define what happens with each color we’ve selected, i.e. what action results from being in the green or 
yellow “bucket.” 
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Starting with the 2 green applicants, we’re going to make those mean “Department Chair Review Successful.”   
Then click the blue “Next” button. 
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On this screen, leave everything as it’s currently marked, and click “Move now.” 
 

 
 
You’ll see a message warning you to not close your browser, and you’ll see the processing screen. After it’s done, it will take you back to your bulk 
move screen to deal with the yellow applicants. 
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Now we’ll follow the same steps for this group.  (Note the blue message at the top of my screen confirms that I moved the green applicants to a 
new status.) 
 
For this yellow group, we’ll make this the “Department Chair Review Unsuccessful” bucket, and click Next: 
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No changes needed on this screen. Click “Move now.” 
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Once you’re done with your bulk move, it will take you back to the applicant screen.  Now, you can see new status noted for each applicant you 
moved with this bulk process: 
 

 
 
Incumbent Lecturers Reapplying to the Pool 
For any incumbent lecturers (those who worked in the prior academic year), you will do the same review steps, but the application status will 
instead be either “Worked Previous AY” for those you do not yet have work for, or “Hire Complete - Worked Previous AY” for faculty who will have 
course assignments.   
While not a requirement, current temporary faculty unit employees may complete the application to the department’s temporary faculty pool to 
indicate their continued interest in temporary faculty employment in their current department.  This serves as a communication tool for a 
temporary faculty member to inform the department about courses or assignments in which they are interested.  It is not required to maintain 
entitlements. This replaces the Form 585: Request for Subsequent Lecturer Appointment.  
Incumbent lecturers do not need reference checks or a new background check in order to be reappointed. 
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Step 3 - Reference Checks: 
 
The Department Chair (or ASC) will move the applicant to the “Reference Checks Initiated” step.  The references that the candidate provided in 
their application will be automatically contacted by email so that they can complete the webform. 
 
Find the applicant* you want to conduct reference checks for by clicking the word “Jobs” in the blue bar at the top of your screen: 
 
*Note that the bulk move process can be used to conduct reference checks if you are doing this for multiple applicants at the same time. 
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On this page, you can click on the blue number appearing below “Applications,” or the little blue person icon at the far right: 
 

 
 
 
Now you’ll see all applicants for this position, regardless of what status they are in: 
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Click the name of the person you want to conduct reference checks for, and the applicant card will open.   
Click the blue link (shown here as “New Application”) to change the status for this applicant: 
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Once the status window opens, select “Reference Checks Initiated.” 
 

 
 
 
Then, click the blue “Next” button. 
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A new window opens to confirm the change in status.  Here, you can confirm the email to the applicant looks the way you want it to.  The system 
will auto-populate their information from their application materials.   
 
If no changes, click the blue “Move Now” button. 
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View of notification email that applicant receives: 
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Email received by reference: 
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After clicking the link contained in the email, the reference is taken to this page: 
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1. How long have you known the applicant? (drop down menu offers range of answers) 

2. Relationship to applicant: (drop down menu offers relationship types e.g. supervisor, professional, personal, etc.) 

3. Applicant’s Position (Job Title) at Your Organization: 

4. How does this person interact with students? With peers? 

5. Can you please describe the applicant’s most outstanding quality as a teacher? 

6. Please describe how the applicant has incorporated concepts of diversity, multiculturalism, inclusion, and/or equity into their course content 
and pedagogy. 

7. As an instructor, how does the applicant create a classroom culture that intentionally welcomes and supports students from different 
racial/ethnic and socio-economic backgrounds? 

8. Would you re-employ the applicant? (fill in yes, no, or n/a) 

9. Would you recommend the applicant for this role? (fill in yes, no, or n/a) 
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Once the references have been completed, the Department Chair can access them via the applicant card. 

 
 
A new window opens, where you can view each reference's responses. 
 

 
 
Now that I’m satisfied with the reference checks, I can make a verbal offer.  The verbal offer happens outside the system between the department 
chair and the candidate, after confirming salary placement with the college office. 



28             CHRS Recruiting Temp Faculty Pool Guide 

Step 4 – Background Check and Offer Letter: 
 
Once the verbal offer is accepted, I’m going to move the applicant* into the status that will initiate the background check.  Click the application 
status link, and select the “Request for APS to Initiate Background Check” status, and click the blue “Next” button.   
 
*Note that the bulk move process can be used to request background checks if you are doing this for multiple applicants at the same time. 
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A new window will open. This email is a communication to Academic Personnel Services, and copied to the ASC/Admin Support on the Job, so that 
APS can be sure to include all the required elements of this particular background check (Live Scan, Motor Vehicle Report, etc.): 
 

 
 
The Administrative Support person will answer the “yes” or “no” questions within the email, then click the blue “Move now” button.   
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APS will receive the email, and initiate the appropriate background check.  If a Live Scan is required for the position, APS will communicate with 
the applicant to complete this. 
 
The applicant will automatically move through the next several steps as the background check is processed in Accurate Background. 
After the Background Check is done, Academic Personnel Services will review the results and make the appropriate selection. As long as the results 
meet requirements, APS will move the applicant to the status “Background Check Complete, Prepare Welcome Letter.” 
 
The rest of the steps in CHRS Recruiting will be managed by APS. 
 
Preview “Offer”/Welcome Letter: 
This temporary faculty pool “offer letter” has general information that applies to all lecturer appointments, such as direct deposit, and benefits 
eligibility.  See the end of this guide for a sample offer letter.   
 
This letter does not contain salary or WTU information.   
 
The new hire will get an appointment letter with their specific salary and WTU information, like all other lecturers do, after the contract is built in 
PeopleSoft and scheduling is finalized. 
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Offer letter that temporary faculty new hires will receive: 
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