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Graduate Assistant and Terminal Academic Staff Hiring Checklist
Employee Information
Employee Name: _______________________________________ Employee ID: ________________
Summer Service Position Number: ____________ Summer Session Position Number: ____________

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

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

Offer Letter
☐ 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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