HICKMAN MILLS PERSONNEL ACTION FORM
PERSONNEL NEW HIRE REQUEST
PROTOCOL

A Personnel New Hire Request form is required to initiate the hiring of all Hickman Mills staff including:

e New employees to the district
o Rehire of past employees
o Full, part time, substitute, and temporary employees

The hiring administrator/director completes the Personnel New Hire Request form with the assistance of Human
Resources, who will verify salary schedule placement. Special Education positions require approval by the
Special Education Director. Personnel New Hire Request forms for a position new to the district will require a
new job number set up by the Business Office Manager; however, new jobs are added only upon receiving
authorization from the Superintendent of Schools and the Assoc. Superintendent of Business. If applicable, new
account code(s) will be set up by the Budget Analyst.

After completion, the following steps of approvals and implementation are as follows:
1. The signed request is forwarded to the HR Director for approval.
2. The HR Director reviews and approves the request.
3. The approved request form is sent to the Business Department for approval.
4. The Business Manager reviews and approves the request.

5. The Business Manager presents the approved request to the applicable HR staff member (non certified or certified
HR administrative secretary) responsible to set up necessary SISFIN personnel screens.

6. After HR screens are complete, HR confirms the task is complete by checking off and initialing the appropriate
confirmation box.

7. HR forwards the completed request to the applicable PR staff member responsible (non certified or certified PR
specialist) to set up necessary SISFIN payroll screens.

8. After Payroll screens are complete, Payroll confirms the task is complete by checking off and initializing the
appropriate confirmation box.

9. HR and/or department head(s) are responsible for completion of “District Issued Equipment” section.

10. After completion, copies of the completed Personnel New Hire Request form are distributed to Payroll and HR
which are then filed in the applicable employee’s Personnel and Payroll file folders.

11. A completed copy of the Personnel New Hire Request form is also distributed to the Benefits Clerk for insurance
purposes, and Technology for school directory and other uses as applicable.
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HICKMAN MILLS PERSONNEL ACTION FORM

PERSONNEL NEW HIRE REQUEST

'!:-l
%ﬁ

Pro-rated (late hire, less than full time) Pro-rated Salary:

A Rehire: OYes ONo
' Report For ~ MOSIS:  OYes ONo
Employee Name: (Last) (First) (Middle)
Social Security Number: - - Hire Effective Date:
Position Title: FTE: Job Number:
Position Number:
Certified [] Non Certified H Replacing employee (hame):
School/Department: Supervisor:
Current Address: Home Phone Number:
City State - Zip Code
Interview Date:
Interview Team:
Juniversity: Years Of Experience:
Major:
Class/Step: (example: BS16/9) / Annual Salary: Bi Monthly Amount:

Bi Monthly Amount:

(Total Salary/24)

Eligible For Benefits: O Yes | No (Total Salary/remaining pay periods)
District Issued Equipment: Account Code(s): (If new position, this section to be completed by Budget Analyst)
O Blackberry
[ Cell Phone Fund Function Object Department Program Segment Percent
O Credit Card 118 2310 6233 801 001 097 : Example 100.00%
O Desk Top Computer 1-FTE =100%
O ID Badge - - - - -
O Keys
O Lap Top Computer - - - - -
O Radio
O Tools - - - - -
O Uniform - |
O - - - - -
Approvals: Administrator/Director Date:
(Signature)
Director, Special Services Date:
(SPED Positions Only) (Signature)
Human Resources Director Date:
(Signature)
Business Manager Date:
Confirmations: (check and initital) | (Signature)
[ [ O O O O
JPersonnel Payroll Job List Benefits Technology Core Data

ICopies: Technology Director, Payroll, Human Resources, Benefits, Core Data
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