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Request Form for Hiring a Temporary, Part-Time or Full-Time CMC Employee
Please note that a different form is used when requesting services from a temporary staffing agency:

http://www.claremontmckenna.edu/hr/forms/Request_Temporary_Staffing_Agency_EE.doc



	· Date of request:
	

	· Department:
	

	· Department contact person:
	

	· Account # to be charged: (requires approval of Budget Director)
	

	· Hourly rate for non-exempt employee or monthly salary for exempt employee:
	

	· # of hours per week
	

	· Requested start date:
	

	· Requested end date:
	


	The temporary assignment will end on the above-indicated “requested end date.”  To extend an assignment, a new request form with signature approvals must be submitted to Human Resources.   A temporary employee becomes benefits-eligible after (s)he has worked a minimum of twenty hours per week, for six consecutive months. 




	· Indicate reason(s) for hiring a temporary, part-time/full-time employee:

	

	

	

	

	· Duties individual will perform:  

	

	

	

	· Name of individual:
	

	· Title:
	


· Approvals: 
(all three signatures must be obtained before submitting to Human Resources)
	Department Vice President:
	

	Department Manager:
	

	Budget Director:
	


· Procedures: 

1. each temporary (part-time or full-time) employee is required to complete a CMC employment application prior to his/her hire.   The application form can be downloaded from the HR website at:  http://www.claremontmckenna.edu/hr/forms/CMCEmplyApp03.pdf and;



2. each person is required to undergo a background investigation and will need to complete a Disclosure and Authorization form that can be downloaded from the HR website at:  

" 

http://www.claremontmckenna.edu/hr/forms/SmartHireDisclosureAuthorizationForm-Feb08.pdf;



After completing the Disclosure and Authorization form, return it to the Human Resources department along with the individual’s employment application. These forms may also be faxed to the Human Resources department at x71237, as long as the original forms are sent at a later date.






