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About Us Benefits 

Forms ,.. 

n Background Check Forms 

n Change of Address Form 

n Check Stub Codes 

n Computer Access for Non­

Employees of the University 

n Crisis Leave Forms 

n Direct Deposit Form 

n Disclosure of Outside 

Employment form 

n Faculty 12 Month Pay Option 
Forms 

n Family & Medical Leave Act 

(FMLA} Forms 

n Flexible Spending formerly 

Cafeteria Plan Forms 

n Hiring Procedures and Forms 

n lnsurance Forms 

n Performance Evaluation 

System (PES) Form 

n Resignation Letter Template 

n Rewards & Recognition 

n START Program Forms 

n Separation/Clearance Form 

n Special Leave Request Form 

n Tax-Deferred Annuity Plan 

Forms 

Employment Opportunities Forms & Policies Training & Development 

Home » Form s & Polic ies » Form s 

Hiring Procedures and Forms 
Effect ive Novembe r l , 2017, al l req uests to create, rep lace, and fill vacant posit ions must be subm itted via 

the Cornerstone Recruit system, replacing the Posit ion Request Form (PRF) process. Cornersto ne can be 

accessed from your employee tab in Ulink , and should appear as a link u nder the Human Resources 

sectio n. Approvals for h ir ing cand idates will st ill ut ilize the Personnel Action Form (PAF). Any quest ions 

regard ing hiring p roced ures can be directed to HRRep ly@louisiana.edu. 

Hiring Checklist 

Personnel Action Form 

Personnel Action Form Instruct ions 

Employment Types and Hiring Procedures 

Unclassif ied Faculty Vacancy for Cornerstone Jo b Ads 

Westaff Requisi tion Fo rm(PDF) (Word Version) 

We staff Contract Rate Sheet 

Universi ty Volunteer Agreement 

Employment Applicat ion (Temporary Part- t ime Employees) 

Time Sheet (Temporary Part - t ime Employees) 

Cornerstone Recruit Training 
• General Use and Overview 

• Creating a Requ isit io n 

• Approval Process of Requisi tions 

• Applicant Process 

• Applicant Review and Hiring 

• Creating an Interview Session 



n Voluntary Self·Identify Forms 

Policies 

• Confid ential Reference Requests 

Cornerstone Performance (PES) Reviews 
( Classified employees only) 
Ste11s for Planning 

• Step 1: Evaluat i ng Supervisor 

• Step 2 : Second Level Review 

• Step 3 : Evaluat i ng Supervisor Discussion and Sign- Off 

• Step 4 : Employ ee Acknowledgement 

Cornerstone Performance Reviews: 
Executive and Senior Administrators 
• Step I: Executive & Sr. Administ rator Self- Assessment 
• Seep 2 : Executive & Sr. Admin ist racor Supervisor Review 

• Step 3 : Sr. Adm inistrator 2nd Level Evaluator Review 

• Step 4 : Executive & Sr. Admin ist rator Discu ssion & Sign- Off 

• Step s: Executive & Sr. Admin istrator Acknowledgement 

Cornerstone Performance Reviews: Faculty 
• General Informat ion 

• Facul ty Member Self Review 

• Department Head Review 

• Dean Review 

• Department Head Discussion and Acknowledgement 

• Faculty Member Acknowledgement 

Cornerstone Performance Revie ws: 
Unclassified Staff 

Professional Competenc ies 

Please bookmark t his page and only use the forms found here when you are initiating new action, as these 

forms may chang e as we ref ine the hiring process. 
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University of Louisiana at Lnfayene 
Office of Human Resources 
Physical Address_-104 University Circle, Lafayette. 

LA 1oso3 

Martin HaH. Room 110 

Mm/Ing Address: PO Box •0196, Lnfayerre, LA 
70504 

(337) 482-6242 / humanresources@louisiana.edu 
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