Southside Virginia Community College 
Part-time Position/Employee Approval

(Required for Wage Employees, Student Assistants and Tutors)

	Position Request (Completed by Requesting Department)

	Department:
	

	Role Title:
(see list of official wage employee titles or HR Manager)
	

	Role Code:
	
	Pay Band:
	

	Position Supervisor’s Name:
	

	Need for the Position:
	

	Physical Work Location: Office/Campus:
	

	Maximum Hours Per Week*:
	
	*Positions working more than 20 hrs. per wk. should be

advertised and require President’s/Presidents’ staff approval

	Recruitment Required:   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
  No



	Charge to the following AIS Department Code:
	
	Percentage of pay:

	Campus Code: 
	 FORMCHECKBOX 
 00 College-wide

 FORMCHECKBOX 
 01 CHR campus

 FORMCHECKBOX 
 02 DAN campus


	Employee Information (Completed by Requesting Department)

	Employee Name:
	

	Beginning Date:
	

	Hourly Rate:


	_______________________________
As discussed with and approved by Human Resources prior to offer


	Approvals

	_______________________________________________  Date: ___             ______

Hire requested/approved by (Depart. Head Signature)

	_______________________________________________  Date: ___             ______

Dean/Provost Approval




This form is for position/employee approval and the original form should be submitted to HR prior to employee hire.  
All required documents on the Wage Payroll Employee setup must be submitted to HR to establish them in the payroll system. 
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