Summer Term Hiring Flow Chart
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Will they be teaching, research or non-instructional?





� HYPERLINK "http://www.pdx.edu/sites/www.pdx.edu.hr/files/media_assets/summer/Sum%20Grad%20Asst%2009.doc" ��GA Summer Letter�





GA





� HYPERLINK "http://www.pdx.edu/hr/unclassified_letters_of_offer" \l "wage" ��Regular Wage Agreement�





YES





� HYPERLINK  \l "Student" ��Click Here� for student employment flow chart





Is the student currently enrolled in 6 Undergrad or 5 Graduate credits or intends to enroll in the fall?





Will they be a GA or Student Hourly for summer?





� HYPERLINK "http://www.pdx.edu/hr/student_employees" ��Student Hourly EPAF� with Student Hourly Position #





Fill out � HYPERLINK "http://www.pdx.edu/hr/student_employees" ��Student Hourly EPAF� with Student Work Study position #








� HYPERLINK "http://www.pdx.edu/finaid" ��Financial Aid Office Approval�

















Overtime Subject (Non-Exempt)





YES





Determine if Overtime Subject or not �HYPERLINK "http://www.dol.gov/whd/regs/compliance/fairpay/fs17a_overview.htm"��here�





Do you want to hire this person as a student employee?





�HYPERLINK "../Summer 09/Sum Wage Hourly 09.doc"��Summer Wage Hourly Letter�





YES





YES





� HYPERLINK "http://www.pdx.edu/sites/www.pdx.edu.hr/files/media_assets/letters_of_offer/hr_offer_ltr_supp_wage.doc" ��Regular Supplemental Overload letter�





NO





� HYPERLINK "http://www.pdx.edu/hr/unclassified_letters_of_offer" \l "AP" ��Regular 12-month offer letter�





9-mos Employee





Are they currently a 12-mos ee at 1.0 FTE?





Current





Have they been a 9 or 12 month employee?





PER CREDIT





�HYPERLINK "../Summer 09/Sum Wage 09.doc"��Summer Wage Letter�





Per Credit or 


Per Student (Roster payment)





TEACHING





NO





NEW





Are they a continuing or current employee or are they a new employee?





Are they starting a 12-mos position that will last longer than summer term?





NO





Per Student/


Per Roster








12-mos


Employee





RSCH OR 


NON-INST





Not Overtime Subject (Exempt)





YES





Student 


Hourly





Approved














































































































No further action required





Student Employees





Regular Employees





Not eligible for student Employment, � HYPERLINK  \l "FLSA" ��Click here� to take you to wage agreements





NO      





Not


Approved





NO      





Will they be using Work Study award for 09/10?








