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Letter of Offer - TEMPORARY CLASSIFIED STAFF


Research Accounting Approval

(if applicable):                       

Employee Name:                                                                 
PSU ID or Social Security Number:                                                    
Hiring Department:                                          
Home Dept Org #:                            

Index #:                            
Position Number: D                     

Hourly Rate of Pay: $                    
Class Title:                                                
Class Number:                 
Start Date:                                         
End Date:                                
Your work schedule is:                                                                                                  

If you are new to PSU, you are required to present to Human Resources the following documents on or before your first day of employment:
· Social Security Card

· Photo identification (for I-9) *
· A voided check should you choose the Payroll Direct Deposit option

* Please note that when completing the Employment Eligibility Verification (Form I-9), you will be required to present identification and employment eligibility documents to the HR staff to verify your eligibility to work in the United States.  Please review the Lists of Acceptable Documents on the reverse side of the Form I-9 and bring your documents with you when you visit HR on your first work day.  Further, if you do not plan to use your social security card for the I-9 documentation, please note that we will need to see your card in order to comply with IRS regulations.  It is necessary that your name for our HR records match exactly with your name as it is printed on your social security card.

This position is subject to the provisions of the Oregon Administrative Rules of the State board of Higher Education, Terms and Conditions for Temporary Employment (p. 2), as well as any applicable PSU rules and policies which are incorporated by reference herein.

Welcome to the university!
                                                                                                                                    
I HAVE READ AND UNDERSTAND THE TERMS AND CONDITIONS OF TEMPORARY CLASSIFIED EMPLOYMENT.

Employee Signature 





DATE SIGNED
Supervisor Signature





DATE SIGNED
RETURN SIGNED ORIGINAL TO:  Human Resources (Grant-funded positions must be

Retain copy for: Employee 
routed through Research Accounting prior to HR)
Retain copy for: Supervisor 




[(HR USE:  REQ #:                                       ]

PORTLAND STATE UNIVERSITY
Terms and Conditions of Temporary Classified Employment

To help familiarize yourself with individuals and programs at PSU, we encourage you to scan the PSU Web home page (www.pdx.edu) for the latest postings, and to read the campus weekly newsletter, the Currently.

General information regarding the University and the Terms and Conditions of your appointment will be provided to you upon your reporting for work.
A temporary appointment is subject to early termination for poor job performance, lack of work, lack of funds, reorganization, change of position status, layoff of regular status University employees, or for other reasons.  
Employment of a temporary worker, other than to replace a regular employee on leave, shall not exceed the equivalent of six calendar months (1,040) hours in a twelve-month period.  Please note "termination pay" on the final time sheet.

An employee on a temporary appointment is NOT assured of any change in employment status with Portland State University.  If the employment status were to change at a later date from non-status to regular status, service time in the temporary appointment would NOT count toward service credit.

Questions regarding temporary non-status appointments should be directed to the Classified Employment Manager in Human Resources, extension 5-4940.

A temporary employee IS eligible for:

· Use of University library facilities (requires PSU ID)
· Use of University gym facilities (fees required)
· Credit union
· Workers' compensation

· Parking permit (paid by employee)

· Overtime

· Application to classified positions open only to PSU employees
A temporary employee MAY be eligible for:

· May be eligible for retirement benefits after 6 months of employment
(rev 7/09)
A temporary employee is NOT eligible for:
· Inclement weather pay

· Shift differential pay
· Regularly scheduled salary increases
· Position reclassification

· Agency promotion or transfer

· Medical, dental, disability, or life insurance benefits

· Staff tuition fee

· Regular employee status

· Layoff rights

· Vacation leave, sick leave, personal leave, holiday pay or other leave with pay
NOTE: Since a temporary employee is not eligible for vacation, sick, personal leave or holiday pay, any time away from the job must be taken as leave without pay.



