BSC HOURLY/TEMPORARY EMPLOYMENT CHECKLIST

Please complete the following steps:

· Check box indicating whether the employee is a new hire, a re-hire, or a summer employee.

· Fill out employee information.  For internal verification purposes, please provide a Banner ID or the last four digits of the Social Security Number in addition to providing the employee’s current address.

· If you are requesting to hire an applicant under the age of 18, you are required to have the candidate fill out a work permit.  Work permits are issued by the applicant’s high school.  Please make sure that form is filled out correctly, and has all of the appropriate signatures.  The work permit should be forwarded to HR along with the Hourly Employment Form.

· Provide the position information.

IMPORTANT:  Please note that hourly appointments must not exceed 960 hours per calendar year.  If an employee is working more than one hourly appointment, the total number of hours from all appointments must not exceed a total of 960 hours per calendar year.  Depending on the hourly position that you would like to fill there are certain limits and guidelines for the total hours worked.  If you have any questions or problems, please contact Human Resources in advance of hiring the applicant. 

· Fill out the dates of employment.  

It is important that you contact HR immediately if there is a change in the employee’s start date as this may impact the employee’s pay date.

(   Enter Employee Type and Hourly Rate.  

· Forms must be signed by the Department Head before they are submitted to HR.

· Please fill out the account to be charged.  If you have any questions regarding your account, please contact the Budget Office.

· Send the hourly form to HR for Initial Review.   Forms should be submitted to HR at least one week prior to the anticipated start date to allow HR to secure all of the necessary approvals, and to allow new employees time to complete all of required paperwork.

Human Resources will issue an hourly employment letter after all approvals have been granted.   New employees must come to the Human Resources Office within the first two days of hire to complete all of the required employment paperwork.   Upon completion of this paperwork a time sheet will be generated for the employee.  


BSC HOURLY/TEMPORARY EMPLOYMENT FORM

Please check one:

New Hire
 FORMCHECKBOX 



Re-hire  

 FORMCHECKBOX 

      
 Summer employee only 
 FORMCHECKBOX 

EMPLOYEE INFORMATION:

Name:       


Last




First



Middle

Address:  

   
         Street


  Town 



State


Zip Code


Banner ID:       
 OR 





Social Security No:  

            (8-digit number starting with 0)           




     (last four digits of social security number)

Date of Birth:     


Applicant is under 18 years of Age  FORMCHECKBOX 
 Yes
If you answer yes to the above question, has a work permit been filled out?    
 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
No
POSITION INFORMATION:

Position Title:      








Position Number:  















Department:    






Total Number of Hours:  (per week/total)

Tour of Duty:    






(e.g. Mon-Friday 8:00 a.m. -2:00 p.m.)

DATES OF EMPLOYMENT:

Requested Hire Date:     





End Date: 
** If this position will extend beyond the current fiscal year (June 30th), please include a new start date (July 1st) and end date.
Start Date:    






End Date:  

EMPLOYEE TYPE:
Please check one:   
HOURLY CLASSIFIED: 
 FORMCHECKBOX 





HOURLY RATE *:  $
HOURLY PROFESSIONAL: 
 FORMCHECKBOX 





HOURLY RATE*:   $

OTHER PROFESSIONALS:
 FORMCHECKBOX 
       




BI-WEEKLY RATE*:$
COACHES: 






FLAT RATE* $: 
APPROVALS:






*Must be the same as on the Job Posting.   

Department Head: _________________________________________________          Date:  ________________ 

FOAPAL to be charged:  
Index:  _______________    Fund:  ____________
Org:  ______________  Program:  __________   Account:  ___________
Activity Code: ________________ (Grant/IRD positions only)  
Appropriation:  _________________________________
Grant Approval ______________________________________________________
Date:  ________________
 FORMCHECKBOX 
 HR Initial Verification  
      FORMCHECKBOX 
 Student Employment Verification
Verification of Funds:  _________________________________________________
Date:  ________________
Vice President Approval:  _______________________________________________ 
Date:  ________________
Asst. Vice President, Human Resources:  _____________________________________
Date:  ________________ 
Forms should be submitted to Human Resources at least one week prior to the anticipated start date to allow HR to secure all of the necessary approvals, and to allow new employees to complete all of the required paperwork.  Forms not submitted in advance will result in a delay of employee’s start date and pay.  


IMPORTANT:  Please note that BSC students are not eligible to work as hourly employees.  If you are interested in hiring a student, please contact Student Employment.








	





IMPORTANT REMINDERS:


No employee will be allowed to begin work until all of the appropriate signatures have been secured, and all required employment paperwork is complete.





Please note that BSC students are not eligible to work as Hourly Employees.  If you are interested in hiring a student, please contact the Office of Student Employment at ext. 2155 or visit:  � HYPERLINK "http://www.bridgew.edu/StudentEmployment/" �http://www.bridgew.edu/StudentEmployment/�
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