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Hire Approval Form
	Type Of Action
	

	O     Hire                           Hire Date:  __________________

O     Rehire                       Rehire Date: _________________

Other (Please Specify): ______________________________



	Employee Personal Information
	

	Last Name
	Suffix
	First
	Middle

	Date of Birth
	Telephone #
	Social Security Number

	Home Address (Street)
	City
	State

	Apt # / PO Box
	Zip Code
	County

	Employee Work Information
	

	Appointment:     O  Initial     O  Reinstatement     O  Temporary     O  Re-Appointment     O  Replacement     O  Other

	Status:               O  Active Full Time Regular (A1)                                         O  Active Part Time Regular (B1)

                           O  Active Full Time Wage(A2)                                             O  Active Full Time Temporary (A3)

                           O  Active Part Time Wage (B2)                                            O  Active Part Time Temporary (B3)

                           O  Resident / Intern (I1)  

	FTE
	Process Level
	Probation Months
	Adjusted Hire Date

(Rehire Only)



	Union:             O  DCNA     O  Wages     O  Local 2094     O  Hay     O  House staff     O  Managers

                         O  Grant     O  Medical Officers     O  Undergrad

	Position Code


	Position Description

	Department #

	Department Description

	Job Code #

	Job Code Description

	Exempt from Overtime

O  Yes

O  No
	Schedule / Step / Grade
	Rate of Pay (Hourly Rate)


	Annual Salary

	Justification / Special Instructions
	

	

	Approvals
	

	1) ______________________________________          3) _____________________________________

      Department Head                                              Date                             Human Resources Director                                 Date

2) ______________________________________          

        Division Director                                               Date                 

           

	Revised 03/27/2008/ Org. September 11, 2007


