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1.0 OBJECTIVE

This procedure is prepared to ensure the process of appointment/re-appointment of part-time

teacher/lecturer fulfill the CFS requirement

2.0 SCOPE

The procedure is used by the Centre for Foundation Studies as a guideline for the

appointment of part-time teachers/lecturers.

3.0 ACCOUNTABILITY

3.1 Human Resource Department

32 Academic Departments
3.3 Office of the Dean

34 Office of the Director (Administration)

3.5 Management Services Division

4.0 ABBREVIATION

4.1 Dean Dean

42  Dir Director

43 HOD Head of Department

44 AD Assistant Director

45 AA Administrative Assistant

4.6 MSD Management Services Division
4.7 EAU Employment (Academic) Unit

5.0 REFERENCE

5.1 MSD’s General Service / Services Circulars

52 ITUM Policies

5.3 Relevant Government Circulars adopted by IITUM
5.4 Academic Staff Selection Committee Regulation 2015

6.0 RECORD RETENTION PERIOD

2 years
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7.0 PROCESS FLOW

Responsibility Flow Chart Remarks

i) Request letter

HOD Recgive completed i) Summary teaching workload
zppleation Toim at Department or
justification letter on the
recruitment.

HRD Review appliogtion fom
i) Fill in application form (MSD-
EAU/V-01/R-02/ED-08022022)
ii)Conduct micro teaching and
Frenars aspicaton lom interylew se331.onA‘HRl.) personn?] are
HOD pare sep required to be invited in the session.
* Interview and micro leaching session
does not require for re-appointment of part
time lectures/teachers.
Dean/Director
* Rect dation frem Dean f Ditector
No
Yes
HRD submit recommended form
HRD to Employment (Academic) Unit,
it mmlis at N N .
Subni appcaton lom MSD together with supporting
document needed.
No
MSD Approval and generate 1D number
Yes
y
HRD
lesue offar lefter
Yy
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