INSTRUCTIONS FOR COMPLETING THE 
STUDENT AND TEMPORARY/CASUAL EMPLOYMENT FORM

1. Print on blue paper.  Complete all fields to avoid delays.  Refer to OP 52.44 for information on student employment or OP 52.47 for Temporary/Casual employment.  Note: Form must be submitted and approved by Human Resources prior to hire date.
2. Checkmark the appropriate box indicating type of employee (Student, Work Study or Temporary/Casual).
3. For a Work Study employee, mark the appropriate box regarding Financial Aid Office approval.
4. Enter employee name, department, CID, phone number, email address (if known), and mailing address.
5. Enter a descriptive job title and a brief work summary.
6. Enter pay grade (from Student Pay Plan); hourly pay rate; and estimated work hours per week.
7. Enter effective dates of employment. Temporary/Casual employees may not work more than 4 months if working 50% time or more.  Refer to OP 52.47 for more information.
8. Enter the name(s) of Web Time Entry approver(s) who will be responsible for approving time worked.  Note: multiple approval levels can be set up if needed, but the Account Manager must be included.
9. Enter account name, account number and position number for each funding source from which the employee will be paid. 
10. Route original form through the appropriate approval queue.
11. Upon approval by Human Resources, form will be faxed to the hiring department.  Upon receipt of approved form, the hiring department may make the job offer and determine start date.
12. New hired Student and Temporary/Casual employees must visit the Human Resources Office on first day of employment to complete employment paperwork.  Failure to complete paperwork will result in termination of employment.  Prior to first day of employment, new hired employees should be advised to read and follow instructions provided in the Human Resources website (http://www.angelo.edu/dept/human_resources/), under the Welcome, New Employees link.


