CASUAL WORKER AND EMERGENCY HIRE PROCEDURE

Short-term appointments are normally used to cover a peak workload period, an extended absence, or a vacant position during the recruitment process. These are considered emergency appointments and are filled immediately when the department has a qualified candidate. These appointments can be intermittent, full time, or part time. All appointments must have designated Vice President approval and/or justification completed prior to hiring.
CSUEU Contract (Units 2, 5, 7, 9) – allows for temporary appointments up to 180 calendar days. 
APC Contract (Unit 4) – allows for temporary appointments up to 60 calendar days. 

SETC Contract (Unit 6) – allows for temporary positions of less than ninety (90) calendar days. Note – the position must be posted for three days at the Plant Operations site. 
Appointments cannot be extended beyond the maximum allowed, so please plan accordingly. Contact your Staff Human Resources (SHR) representative if you have any questions regarding this procedure:
1. Complete a job description form (http://www.csuchico.edu/hr/Forms/SHRM-PositionDescription.doc) listing duties to be performed for classification purposes, include the length of appointment, time base (if part-time, include the work schedule – if is it flexible), and the preference of computer software and hardware, if that is a consideration. 

2. Your candidate must complete and submit the standard CSU, Chico Non-Faculty Job Application (http://www.csuchico.edu/hr/Forms/VPHR-AppStaffMgmt.doc), résumé, and any required certifications or licenses (i.e. current, valid keyboarding certificate, driver’s license, Nurse Care Practitioner’s certification, etc.) to demonstrate minimum qualifications are met.

If this hire is to cover a recruitment period, it is important that the employee and the department understand that, as an emergency hire, the incumbent is not guaranteed a position. Also note that the emergency hire incumbent will need to apply for the recruited position to be considered.

3. An interview is required unless you have worked with this person previously. After the application, resume, and job description have been reviewed by SHR for classification and minimum qualifications, the hiring department can schedule the interview appointment. The interview questions must be job related, and your SHR representative can help you if needed. The candidate must, however, sign an Employment Information Release form which allows you to check references. (Employment Information Release form available in SHR)
4. Two employment reference checks must be completed for every CSUC staff hire. Our standard reference check forms are available in SHR. Please return the signed Employment Information Release form and completed reference check sheets to SHR. 
5. Schedule an appointment with the University Police Department (x5555) to have a fingerprint background clearance completed, if required. The applicant must have a completed Livescan form (available in SHR), a CAF for $72.00 made out to UPD, and a picture ID at the time of the appointment. 

6. Have an official, sealed copy of transcripts sent to your SHR representative, if required.

7. The time between the job offer and start date must be adequate to have an appointment letter prepared, mailed, and returned to SHR Zip 010.

8. Call your candidate and make a conditional offer of employment based upon successful completion of employment physical, if required. 
9. Schedule an employment physical with Enloe Occupational Health & Risk Assessment Center (892-6890), if required. Applicant should have a copy of their job description and physical requirements and working conditions of job to take to this appointment. Physicals will be charged to the department by HR.

10. Upon completion of the steps above, complete the employment offer, agreeing on the start date and salary. Your SHR representative will follow up with general employment information and have the appointment letter prepared. The candidate must return their signed acceptance copy of the appointment letter to the SHR Office before they can begin work.

11. Immediately prepare and process a Staff Action Form for the appointment. To expedite the employees’ access to necessary campus resources please refer to the “Shell Hire” process (instructions can be found at http://www.csuchico.edu/hr/Documents/VPHR-200606.doc). 
12. Your new employee should complete appointment documents (I-9, W-4, personal data) before his/her first work day.

Please call Staff Human Resources at x6771 or contact your HR Representative should you have any questions or need assistance.
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