
Process for Direct Hire Temporary Employees who are Already Identified for Hire
In accordance with state law and policy, the UNC System Office search process follows a prescribed series of steps that are critical to our success in recruiting and selecting top candidates. 

NOTE: The timeline provided below is in business days.

Hiring manager consults with 
System Office HR Director and 

finance on intent for temporary 
hire, provides a brief job 

description for role, proposed 
salary, and completes new hire 

form.

HR initiates the TEA Form 
and, creates/updates 

position in ConnectCarolina, 
starts the background check 

process, and sends hire 
notification email for IT.

Hiring manager confirms with 
their business point of contact 
(POC) and finance they have 

budget for the temporary 
employee.

The business POC completes 
the TEA Form with funding 

and chart field information & 
routes for approvals to fill 

the position.

IT End User Support prepares 
necessary equipment for new 

temporary employee. 

Day 1

1 day

3-5 days

1-2 days

2-3 days

Day 5-6

Temporary 
Employee Starts

Once the TEA form is 
approved HR sends the 

offer letter.

Day 4
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