DATE | SSUE REVI SI ON PACE
—_——— SUBJECT
ADMINISTRATIVE

POLICIES AND PROCEDURES MANUAL EMPLOYMENT

SUB- TOPI C
CASUAL LABOR, Conti nued

PROCEDURE FOR HI RI NG, Conti nued

a. Description of the work to be perforned and the nunber of individuals

required.

b. Expl anation as to why regul ar enpl oyees cannot performthe service.

c. Duration of enploynent in days and total work hours.

d. Hourly rate of pay.

2. Following witten approval fromthe Senior Vice President for Business
Affairs, work may be commenced. Enploynent eligibility nust also be

est abl i shed before work conmences.

3. The administrative head will forward to the Hunan Resources O fice a copy
of the menorandum requesting use of Casual Labor along with witten

approval fromthe Senior Vice President for Business Affairs.

4. The appropriate HRS formnust be initiated by the hiring departnment. A
Personal Data Form (PDF), W4 Formand 1-9 Form nust acconpany the HRS

form




