NORTHWESTERN OKLAHOMA STATE UNIVERSITY



Prepared by:       
Alva - Enid – Woodward







Date Prepared:       
TEMPORARY EMPLOYMENT ACTION FORM




Hiring Form for PTS Worker (Part-Time Staff).  Note:  All PTS are required to participate in State of Oklahoma Direct Deposit of pay.



Employee Name:                  SSN (last four digits only):  XXX-XX-     

Has the employee worked at NWOSU in the past?   FORMCHECKBOX 
  Yes     FORMCHECKBOX 
  No.  If yes, when?       
Other positions currently held by this employee at NWOSU?         
Is this employee currently contributing to the Oklahoma Teachers' Retirement System?   FORMCHECKBOX 
  Yes     FORMCHECKBOX 
  No

Is this employee currently retired with the Oklahoma Teachers' Retirement System?   FORMCHECKBOX 
  Yes     FORMCHECKBOX 
  No
Employee Address:       
Phone:       
Position (e.g.:  Wellness Ctr/secretarial/ITV/clerical/custodial/grounds):         
Who does this employee replace?        

Employee will work at the:   FORMCHECKBOX 
  Alva     FORMCHECKBOX 
 Enid     FORMCHECKBOX 
 Woodward     Campus
Anticipated Period of Employment (MM/DD/YY):  From      , 20      To      , 20   *
*Do not exceed 6 months in duration without permission.
*Follow official Payday Schedule at http://www.nwosu.edu/Payroll/Schedule.html for period ending dates.

Hourly Rate of Pay:  FORMCHECKBOX 
 Minimum Wage   or    FORMCHECKBOX 
 Other: $     ;  Pay Per Trip for Driving:  $      
Approximate Number of Hours Per Week:       ;  Approximate No. of Trips Driven Per Week:       
This employee CANNOT exceed 29 hours per week without special permission from Administration.

	For Game Workers Only 
	Rate of Pay   (Payroll pays from Invoice)
	Number of Games Anticipated

	   Football Game Workers
	Per Game:     $       
	     

	   Basketball Game Workers
	Per Game:     $                          
	     


Supervisor Statement:
I certify that funds are available in my departmental budget as outlined above, and the employee named in this agreement has provided the NWOSU Human Resources Office with proof (driver's license & Social Security Card) of identity and eligibility to work in the United States.  Ask new hire to bring voided personal check to Human Resources for Direct Deposit enrollment.  Actual hours worked must be listed on the Northwestern electronic  time sheet, signed by worker and supervisor, due  in Human Resources, Room 102,  by the deadlines listed on the web at     http://www.nwosu.edu/Payroll/Schedule.html

	
	
	

	(Signature of Administrative Supervisor/Dean)
	
	(Date)

	
	
	

	(Signature of Vice President for Administration)
	
	(Date)

	
	
	

	(Signature of Executive Vice President)
	
	(Date)


*Note to Supervisor: Federal law mandates that new hires prove identity and eligibility to work in the United States, no later than the 3rd day on the job.  This form must be completed, sent through approval channels, and your copy sent back to you before the employee starts working.  Non-resident alien workers should be approved by Human Resources before the first day of work.     

	For Payroll Office Use Only
	

	
	

	Budget Code
	Employee Code
	Enrollment Information
	FICA Exempt

	
	Student: S     Regular: R
	
	Yes    No


Rev. (7-07)      

