
Southern Oregon Universitytc "Southern Oregon University"
Temporary Support Staff Appointment Request
tc "Temporary Support Staff Appointment Request"
· Read the “Temporary Support Staff Appointment Policy, Procedures and Pay Schedule” manual before completing this form. Manual and forms are available at www.sou.edu/personnel.
· Students enrolled for six or more credits per term cannot be appointed to a temporary support staff position. This limitation includes summer break if the student is enrolled for fall term. 

· This form must be completed and approved prior to the first day of work.
Part I / Department Information tc "Part I / Department Information"
	Date:
	     
	Department:
	     

	
	
	
	
	
	
	
	

	Contact Person:
	     
	Phone Number:
	     

	
	
	
	
	
	
	
	

	Pay Index Code/Split:
	     
	
	     
	
	     
	
	     


Part II / Position Informationtc "Part II / Position Information"
	Working Title:
	

	
	
	
	
	
	
	
	

	Reason for appointment (Must Check One): tc "Reason for appointment (Check one)\: "
	
	
	
	

	
	
	
	
	
	
	
	

	 FORMCHECKBOX 

	To fill an emergency (i.e. unexpected) workload need. (Explain below)

	
	
	
	
	
	
	
	
	

	 FORMCHECKBOX 

	To fill a one-time, non-recurring workload need. (Explain below)

	
	
	
	
	
	
	
	
	

	 FORMCHECKBOX 

	To meet a short-term workload need. (Explain below)

	
	
	
	
	
	
	
	
	

	 FORMCHECKBOX 

	To replace a current employee while the employee is on approved leave. (Write the name of employee on leave below)

	
	
	
	
	
	
	
	
	

	 FORMCHECKBOX 

	Other (Explain below)

	
	
	
	
	
	
	
	
	

	Explain/write name here. Use a separate sheet of paper if necessary:      



	Duration of appointment:      Begin date:
	     
	End date:  
	     

	
	
	
	
	
	
	
	

	Approximate number of hours temporary employee will be needed:
	     

	
	
	
	
	
	
	
	

	Hourly pay: $
	     
	
	Approximate Cost (without OPE):
	     
	


Temporary appointments are used for the purpose of meeting emergency, nonrecurring or short-term workload needs. A temporary appointment cannot exceed 1040 hours within a 12-month period unless the appointment is to perform work of a current regular employee on approved leave. It is the department’s responsibility to record the actual hours worked for temporary appointments and to terminate the appointment when 1040 hours are reached.  An extension may be requested if the temporary support staff member will perform the same work as originally assigned (see Part III) AND the department has no other means to accomplish the work. (To request an extension, complete a Temporary Support Staff Appointment Extension Request form at least one month prior to the 1040 maximum hours and return to HRS at CH 110).
Part III / Description of Dutiestc "Part III / Description of Duties"
List all duties the temporary support staff member is expected to perform. Use a separate sheet of paper if necessary. tc "List all duties the temporary support staff member is expected to perform. Use a separate sheet of paper if necessary. "
	     



Part IV / Temporary Support Staff - Appointeetc "Part IV / Temporary"
Complete this section when an individual has been selected to fill a temporary appointment.tc "Complete this section when an individual has been selected to fill a temporary appointment."
Temporary support staff employees are required to provide proof of identity and legal authority to work in the United States by completing an I-9 Form within 3 business days of the start of the appointment. Please direct the employee to the Payroll Office (CH 160) or HRS (CH 110) to complete payroll forms.
	Name:

	     

	
	
	
	
	
	
	
	

	Home Address:
	     

	
	
	
	
	
	
	
	

	Phone Number:
	     
	
	
	
	

	
	
	
	
	
	
	
	

	Is this temporary employee a current SOU employee?  
	 FORMCHECKBOX 
 No    FORMCHECKBOX 
 Yes, department:
	     

	Note: - If this temporary employee is currently employed at the University in any other capacity, you may be liable for overtime if the combined total hours worked during a week is more than forty hours.

	
	
	
	
	
	
	
	

	If yes, please check one:  
	 FORMCHECKBOX 
 Faculty           FORMCHECKBOX 
 Classified           FORMCHECKBOX 
 Administrator           FORMCHECKBOX 
 Temporary


Hiring Approval Signatures (Sign and route in this order)tc "Hiring Approval Signatures"
	
	
	

	1. Chair/Mgr                                                  Date


	
	4. HR/Affirmative Action                                Date



	2. Dean/Director/Dept. Head

     Date     

	
	5. Budget Director 

                  Date



	3. Vice President      


     Date


	
	


	To Be Completed by Budget/Human Resource Services:

	
	
	
	
	
	
	
	

	Position No.:
	
	Budget:
	
	Date:
	

	
	
	
	
	
	
	

	Department:
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Appointment period approved:   From:
	
	To
	
	

	
	
	
	
	
	
	
	

	Hourly rate approved: $
	  
	per hour
	
	
	
	

	
	
	
	
	
	
	


cc:   ( Dept    ( Payroll
     ( Budget
Entered: _________________________________________  Human Resource Services / Rev. 07/05
Southern Oregon University

Conditions of Employment for Temporary Support Stafftc "Conditions of Employment for Temporary Support Staff"
Note: Students enrolled for six or more credits per term cannot be appointed to a temporary support staff position. This limitation includes summer break if the student is enrolled for fall term.

	Employee Name:
	     

	
	
	
	
	

	Working Title:
	     

	
	
	
	
	

	Department:
	     

	
	
	
	
	

	Begin Date:
	     
	
	
	


This temporary support staff appointment does not assure or imply appointment to a regular position at Southern Oregon University. Your supervisor will notify you if the termination date is earlier than that noted above. This temporary support staff appointment may be terminated at any time at the discretion of the appointing authority.
As a temporary support staff employee you are eligible for:

•
Public Employee Retirement benefits according to PERS rules

As a temporary support staff employee you are not eligible for:

	•
Direct appointment to regular employment status
	•
Paid sick leave

	•
Position reclassification or transfer
	•
Paid personal leave

	•
Regularly scheduled salary increases
	•
Holiday pay

	•
Medical, dental or life insurance benefits
	•   Eligibility for staff SOU Identification Card only for specific job requirements

	•
Layoff rights
	

	•
Paid vacation leave
	•   Staff tuition fee privileges, employment discounts or use of facilities not available to the general public 


Because you are not eligible for vacation, sick, personal leave and holiday pay, any time away from the job is taken as leave without pay.

I certify that I have read and understand the conditions for employment for temporary support staff.

	Temporary Employee’s Name (Print)
	Temporary Employee’s Signature
	Date

	
	
	

	
	
	


TO HIRING DEPARTMENT: Return completed form to HR Services, Churchill 110.

Cc: Temporary employee
Human Resource Services / Rev. 07/05
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