Effective July 1, 2008 the process for hiring temporary employees has changed.  Thank you for your input in regard to hiring temporary employees.  In order to streamline the process, we will no longer require departments to use JobsatCU for hiring temporaries.  Following is a brief outline on the process.  A revised policy on hiring temporaries will be published in the near future.  In the meantime, if you have questions, please contact Julie Palmer at 303-315-2720.

 

University of Colorado Denver
Process for hiring 6 month temporary employees
 
· Forward the following information via e-mail to Human Resources, HR.NewTemp@UCDenver.Edu, with subject line: REQUEST TO HIRE A 6 MONTH CLASSIFIED TEMP
· General description of the duties of the position
· Draft offer letter http://www.ucdenver.edu/about/departments/HR/FormsTemplatesProcesses/Documents/Word/Classifiedtempofferletter.doc 
 

· Create a Temporary Aide position (class code P1A1XX) in HRMS that will be re-used if you need to hire a 6 month temporary in the future.

 

· The position and hire actions are approved by Julie Palmer in Human Resources. 

 

· Forward a copy of the signed offer letter and original I-9 paperwork to Human Resources, Campus Box 130.

 

Forms to be completed and/or signed by supervisor and/or employee:

 

	A copy of signed offer letter
	Forward to Julie Palmer –

Fax: (303)-315-2721  OR
Julie.Palmer@UCDenver.edu 

	I-9 Employment Eligibility Form completed/certified by department and sent to Human Resources within 3 days of hire

Employment Verification Affirmation (verification of legal work status) completed with I-9 and sent to HR within 3 days of hire
	Enter into HRMS then forward form and documentation to HR

	Social security Form 1945 complete for Classified staff with copy to personnel file (part of temporary hire offer letter)
	Forward to HR

	Background investigation form
	Forward to HR

	W-4 form complete/sent to PBS
	Forward to PBS

	Direct deposit form complete/sent to PBS 
	Forward to PBS

	Classified Staff PERA form
	Forward to PBS


Forms to help you enter information for new 6 month temporary hires into HRMS:

 

Create-Modify Positions Worksheet

http://www.cusys.edu/pbs/forms/downloads/Create-Modify_Positions-8.3.xls
 

Personal Data Worksheet 

https://www.cusys.edu/pbs/forms/downloads/Personal-Data.xls
 

Emergency Contact Worksheet

http://www.cusys.edu/pbs/forms/downloads/Emergency_Cnt-8.3.xls
 

The main PBS website is https://www.cusys.edu/pbs/.

