Temp/Casual Hire Form

Instructions: If you are hiring a new employee as Temp/Casual, complete Section 1. If you are converting a
graduating student to Temp/Casual, complete Section 2. In both cases, ensure appropriate approval is received
prior to proceeding.

Dept: [1Admin/is [Ja&m [dsks [ ca [ rleet CIHRL I p1s [ pPrRT [Jucard Clubs Clums

SECTION 1

Notes for Supervisor

1.
2.
3.

New Temp/Casual employee to fill out Section 1a and Supervisor to fill out Section 1b

Supervisor to work with dept payroll coordinator to get this Hire Form to AuxPay appropriately
Supervisor to generate offer letter using OHR template; give copy to employee and email copy to
AuxPay@umn.edu

AuxPay will generate background check and inform dept payroll coordinator when results are in
(employee cannot start working as Temp/Casual until the background check has been returned)
Supervisor to complete 1-9 on or before new employee’s first day

Supervisor to have employee fill out hire forms: Kronos Timekeeping Policy, Policy on Acceptable
Use of Technology, and any other dept forms (e.g. PCl, Emergency Card)

1a: Completed by EMPLOYEE

Legal Name:

Last First Middle
Date of Birth: SSN:

Phone: Email:

Home/Permanent Address (As stated on W4): Current/Local Address (if different than home address):

Street Address Street Address

City State Postal Code City State Postal Code

1b: SUPERVISOR

Date of Hire/I9 Date Starting Comp Rate: $

(must match hire date in I-9 system and on offer letter)

Supervisor: X.500

Please work with you departmental finance staff or payroll coordinator to fill in the Kronos account string:

Fund/Program DeptIiD Activity Cost Center JDE Account

SECTION 2

Notes for Supervisor

1.

2.
3.
4.

Supervisor to fill out Section 2

Supervisor to generate offer letter using OHR template and give copy to employee

Email this Hire Form and a copy of the offer letter to AuxPay

AuxPay will generate background check and inform dept payroll coordinator when results are in
(student cannot start working as Temp/Casual until the background check has been returned)

* Please note that graduating students converted to Temp/Casual employees will be charged to the same
account they were charged to as students, unless noted otherwise.

Student Name: EmplID:
Email: Temp/Casual Start Date:
(background check will be sent to this email) (must match date on offer letter)

Revised July 2018




SECTION 3: AuxPav

PeopleSoft Position #: Record #:

Work Location Tab
Action/Reason: Hire Rehire Transfer
Expected End Date:

Job Information Tab
Employee Class: Based on job code

|:| Check Standard Hours: 0.25

Payroll Tab
[~ |Pay Group = PLH
[ [Employee Type = H

Compensation Tab

[~ |Rate Code: HRLY
| Comp Rate:
: Click Calculate Comp and Default Pay Components

Kronos
Pay Period Rule:

Daily Rule:

Class: 0001
Job: 000

I:l Device

Multi-Level Rate
Record Number Maintenance

Date

Entered into PS: Initials

Date

EEntered into Kronos: Initials

Document Check

|:| Tech Policy |:|Kronos Policy
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