New Hire Process
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COLLEGE for Creative STUDIES

201 E. ®irny Betroit Mi 48202-4034

Student Employment Authorization Form

Student are NOT permitted to work until oll documents are received by Human Resources.

STUDENT SECTION:

Student Name:

Student Social Security Number: CCSI1.D. #

¢ | have discussed the position and hours with the department supervisor and | feel | am capable of meeting these
requirements

¢ lunderstand that| am not able to being work until my work documents are on file in the CC5 Payroll/HR Office

¢ | understand that this is a paying job and | must perform the duties assigned

Student Signature Date
DEPARTMENT SECTION:
Hiring Department: Supervisor:
Position Title: Pay Rate:
Hours per Wk: Start Date: End Date:

New Hire I:l Rehire I:l

¢ | have discussed the position and hours with the student and feel hefshe is capable of meeting these requirements
¢ | have informed the student they must complete the work forms PRIOR to their start date

Supervisor Signature Date

FINANCIAL AID SECTION:

FWS (206) MWS (205) CCSWS (204)

Coordinator Signature Date

HUMAN RESOURCES SECTION:

Human Resource Forms Complete

Human Resource Signature Date

Submit Completed Form to the Anancial Aid Office



Work Study

* Student Employment Authorization to Hire Form
Student completes first section

Department completes second section
Student takes completed form to Financial Aid
Financial Aid reviews & sends to HR

Student completes Employment paperwork with
HR if necessary.

HR signs off on form and distributes back to
Department & Financial Aid

Student cannot begin working until Dept. receives form back from HR



Requested by

POSITION REQUEST FORM

*for positions already app d through budget p or g
*please complete the form in it's entirety & attach job description

Position Title:

Department:

Budget Center:

Reports to:

check one)
MNew Position
OExisting Position

OsSpecial Assignment

Type (check one):

@Full Time Exempt
Full Time Non Exempt

Part Time (less than 28 hours / week)
OTemporary (less than 28 hours / week & less than 6 months) __ Number of Positions

Teaching Assistant

Schedule:
@12 month
O10 Month

Semester

©10 Month FT / 2 Month Half time

© 9 Month

Intended number of hours per week:

Intended start date:

Intended end date:

Intended rate of pay:

Comments/Reason:

HR use: LIFT Benefits (Jaosb[] PTO

Approvals:

Department Director / Chair

Division VP**

Business Services

Human Resources

VP of Admin & Finance™

**if temporary, not applicable

approved copies to: Department / VP / Business Services /HR



Regular Full Time and Part Time

Department completes Position Request Form

Once Position Request form is received by HR, HR will contact
department regarding posting of the position and timelines

Once Position is posted, HR will forward resumes to Hiring
Manager for review.

Interviews
Hiring Manager contacts HR with top candidate(s)

HR starts Hiring Process
Contacts top candidates with application and background
check forms & processes

Once background check and references are completed, HR
reviews and extends offer to candidate

If accepted, HR schedules orientation / first day. (usually, 2-
3 weeks from accepted offer)

New employee starts working ©



What are temporary employees?
* [ntended to work less than 6 months
* Weekly hours do not exceed 28

* Department does not have a continuous
need for the position

* Needs to be paid hourly, time gets recorded
iIn TimeClock Plus




Special Assignments / Additional Positions

e Examples:
Sponsored Projects

Workshops
One / two day events

* Usually these are already current
employees

e Cannot be paid with a stipend, needs to be
paid hourly with hours recorded In
TimeClock Plus



HIRING PROCESS FOR TEMPORARY, 00

SPECIAL PROJECTS,
ADDITIONAL ASSIGNMENTS 0000
BEGINS | X X X X
THREE WEEKS PRIOR
TO WORKING X X X ]
0000
X X )
( X )

HR: communicates
hack to dept
to work through

HR recasives completed paperwork




Take-Aways:

Do not have an employee work without
going through the process

HR needs at least 2 weeks for processing

Employees must be paid through payroll- No
Gift Cards!

Temporary & part time employees need to
be paid hourly — not with a stipend.

All hours should be recorded & approved in
TimeClock Plus

If you have questions, call HR!
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