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Faculty and Ongoing Academic Staff Hiring Checklist

Employee Information
Employee Name: _______________________________________ Employee ID: ________________
Summer Service Position Number: ____________ Summer Session Position Number: ____________

Summer Intake Form
☐ Run Summer Session Summer Service Eligibility by Worker (UW)
☐ Work with Faculty and Ongoing Academic Staff member to complete form
☐ Review form for accuracy and completeness:
· Summer Session: Department information, courses, and course dates are completed
· Summer Service: Department information, work obligations, and all funding information are completed
· All funding sources add up to 100%
· If employee is exceeding 17.5 biweekly pay periods in aggregate over the last two summers through the upcoming/current summer, a justification for the overage is included.
☐ Ensure form is signed by Faculty and Ongoing Academic Staff and Department Chair
☐ If employee exceeds 17.5 biweekly pay periods in aggregate over the last two summers through the upcoming/current summer, send Summer Intake Form to Divisional HR (hr@education.wisc.edu) for review and Dean’s Office Approval.

Preparing Position
☐ Reuse prior positions by Editing the Position Restrictions
OR
☐ Create a Position in Workday if no other summer positions are available and vacant for your use

Hiring/Add Job
☐ Complete Direct Hire process if a new employee
OR
☐ Complete Add Job under the employees’ current profile if they currently are employed with UW

Summer MOU/MOA
☐ MOU/MOA is sent to employee via Workday (Generate Document Task)

FTE Changes
FTE Changes Needed for this appointment for Summer Service:
	Effective Date
	New FTE
	Submitted in Workday 

	
	
	☐  Date Submitted:
☐  FTE Change Document sent via Workday

	
	
	☐  Date Submitted:
☐  FTE Change Document sent via Workday

	
	
	☐  Date Submitted:
☐  FTE Change Document sent via Workday

	
	
	☐  Date Submitted:
☐  FTE Change Document sent via Workday

	
	
	☐  Date Submitted:
☐  FTE Change Document sent via Workday



Funding Changes
Funding Changes Needed for this appointment for Summer Service:
	Effective Date
	New Funding
	Submitted in Workday 

	
	
	☐  Date Submitted:

	
	
	☐  Date Submitted:

	
	
	☐  Date Submitted:

	
	
	☐  Date Submitted:

	
	
	☐  Date Submitted:



Resources:
· Summer Hiring and Employment Processes
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