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SHRA temporary/student requistion form *Denotes Required fields

	All temporary positions must be posted a minimum of 3 days for recruitment.  To hire a specific temporary candidate a Posting Waiver must be approved by Office of Human Resources.  Student positions do not have to be posted for recruitment, but please provide requested student information for new hire to be entered into ConnectCarolina.

	*Department Name 
	     
	*Department Number
	     

	*Temporary Job Title
	     
	*Estimate of Comparable SPA Branch and Role for Temp Position
	

	* Work Hours/Schedule
	     
	*Hourly Pay Rate/Range
	


	*Work Location


	     
	*Anticipated Start Date
	

	*Supervisor name and PID
	
	*TIM (timecard) Approver Name and PID
	

	*Number of Temps Requested
	
	*Estimated Duration of Appointment
	

	*Reason for request

	 FORMCHECKBOX 
 Vacancy Fill-In Budgeted
	 FORMCHECKBOX 
 Employee on Leave – One Time Funds
	 FORMCHECKBOX 
 Supplemental Workforce – OneTime Funds (pre-approved Facilities Senior Staff)

	 FORMCHECKBOX 
 Employee on Leave- Budgeted (Lapsed Salary)

	 FORMCHECKBOX 
 Supplemental Workforce – Budgeted (Recurring)
	 FORMCHECKBOX 
 Work Study Student funds

	 FORMCHECKBOX 
 Other (must provide reason)
	

	If filling in for perm vacancy/person please provide position number and/or last perm person in position.

	

	*Position Type
	 FORMCHECKBOX 
FT Temp

 FORMCHECKBOX 
 Intermittent Temp
 FORMCHECKBOX 
 Retiree Temp
	 FORMCHECKBOX 
 UNC Student Assistant

 FORMCHECKBOX 
 Work Study Student

(For student assistant/work study selections  please skip down to For Student Hires Only section)

	*Job duties

	Please provide any skills/qualifications/licenses/experience needed for this temporary position.      


	*Special Physical and Mental Requirements (ADA Essential functions, i.e. safety glasses, safety shoes)
 
	     

	*Position/Schedule Requirements and Attributes (Check all that apply)

	Overtime
	 FORMCHECKBOX 

	Overtime occasionally
	 FORMCHECKBOX 


	Weekend work
	 FORMCHECKBOX 

	Weekend work occasionally
	 FORMCHECKBOX 


	Evening work
	 FORMCHECKBOX 

	Evening work occasionally
	 FORMCHECKBOX 


	Night work
	 FORMCHECKBOX 

	Night work occasionally
	 FORMCHECKBOX 


	Valid NC Driver’s License
	 FORMCHECKBOX 

	Other (please list)
	

	Applicant instructions and documents

	*Applicant Documents (Check all that apply)

	Resume                                 FORMCHECKBOX 
 Optional   FORMCHECKBOX 
 Required
	List of References  FORMCHECKBOX 
 Optional   FORMCHECKBOX 
 Required

	Cover Letter                          FORMCHECKBOX 
 Optional   FORMCHECKBOX 
 Required
	Media Presentation    FORMCHECKBOX 
 Optional   FORMCHECKBOX 
 Required

	Certification/Licenses            FORMCHECKBOX 
 Optional   FORMCHECKBOX 
 Required
	Other Document    FORMCHECKBOX 
 Optional   FORMCHECKBOX 
 Required

Please List      

	Writing/Research Sample     FORMCHECKBOX 
 Optional   FORMCHECKBOX 
 Required
	

	Supplemental Questions (optional)

	Question
	Responses (Open-ended or Possible Answers)
	Disqualifying
	Required

	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Interview members and support personnel

	 (List those who will require online application viewing rights for job posting)

	Name
	PID
	Email

	     
	     
	     

	     
	     
	     

	Newspaper or Other Advertisement  FORMCHECKBOX 
 No   FORMCHECKBOX 
 Yes (If answered yes please list preferred Media source you would like to receive cost quotes from.)
	     

	*posting waiver only - If you are submitting a request for a posting waiver to hire a specific candidate, please complete posting waiver info below.  Otherwise please skip down to Chartfield String information.

	*Waiver Reason

	 FORMCHECKBOX 
 Retiree returning to same department

 FORMCHECKBOX 
 Retiree returning to comparable position

 FORMCHECKBOX 
Temp returning to same department within 60 days of 31 day break
 FORMCHECKBOX 
 Temp performing additional duties within same department
	 FORMCHECKBOX 
 Seasonal temporary employee

 FORMCHECKBOX 
 Current UNC student employee continuing work after graduation
 FORMCHECKBOX 
 Prevention of critical work stoppage
 FORMCHECKBOX 
 Temp posseses specific and unique skills

	 FORMCHECKBOX 
 Temporary  assignment less than 3 days
 FORMCHECKBOX 
 Director Level positon

 FORMCHECKBOX 
 Other      


	Name and PID of Posting Waiver Candidate
	     

	Contact Email/Phone for Posting Waiver Candidate
	     

	Waiver Justification – Please provide additional justification for waiver of temporary position.

	     

	*FOR STUDENT HIRES ONLY


	Name and PID of student if already selected:
	     
	Selected Student Email/Phone
	     

	Student Position Number to Use (Optional)
	     
	Estimated Weekly Hours for Student
	     

	Student Start Date
	     
	Job End Date
	     

	Does this student have a secondary or primary job on campus? 
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	If answered YES to primary or secondary job, please provide department name/contact:
	Number of Work Hours  
	     

	
	Department Name
	     

	
	Department Contact
	     

	University vehicle access for student position? If answered yes, student must have a valid NC driver license and driver license check must be completed by the UNC background check office prior to vehicle use.
	 FORMCHECKBOX 
Yes    FORMCHECKBOX 
 No

	E-Verify Paperwork
	 FORMCHECKBOX 
Need HR to set up appointment with student to complete  FORMCHECKBOX 
Department Rep completed 



	

	*CHARTFIELD STRING FOR TEMP OR STUDENT HIRE

	     
	     
	     
	     
	     
	     

	Fund
	Source
	Account
	Funding Department Number
	Program code (if applicable)
	Cost Code (if applicable)

	

	*HIRE APPROVAL FOR TEMPORARY EMPLOYEE/STUDENT

	Hiring Supervisor Signature:
	
	Date:
	

	Approved By Signature:
	
	Date:
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