CASUAL EMPLOYMENT GUIDELINES FOR THE ARTS & SCIENCES
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REMINDER:

ALL SHORT-TERM CASUAL EMPLOYEE PAPERWORK MUST BE SUBMITTED FOR REVIEW AND APPROVAL TO THE OFFICE OF THE EVP A&S/HUMAN RESOURCES ADMINISTRATION (ATTN: LOURDES LOPEZ, HR MANAGER) LOCATED AT 635 W. 115TH STREET, ROOM 301 (This does not apply to Federal Work-Study appointments). 


Please review below the list of documents required for the processing of casual employees: 


1. NON-STUDENT CASUALS:

NOTE:  If you are hiring someone who is not a student of Columbia University, Barnard or Teacher’s College, please contact us so we can ensure that the hire is within the guidelines.  

1. STUDENT CASUALS:  Must be enrolled as a student of Columbia University, Barnard or Teacher’s College and maintain a full-time or half-time status as stated in the Employment of Short-Term Casual Employees policy on the website (See link below).  

NOTE: Students who will be involved in research related work (typically Graduate students) might require appointment as a DRA (Department Research Assistant).  

· NEW HIRE – (NO PRIOR COLUMBIA EMPLOYMENT)

· PAF – You must type the data using the electronic PAF form and print on blue paper, or you may submit a TBH (Template Based Hire) in PAC.
· ACTION / REASON = HIR / NEW
· Ask the student whether they have had prior employment with Columbia (If they have prior employment at Columbia, proceed to steps for rehire below). 
· DOL 195 Form - The non-exempt form is required (See link below)
· Casual Form - (See link below)
· Voluntary Self-Identification of Race and Ethnicity – (Located under Forms in the HR Manager’s Toolkit – See link below).
· Tax Forms - (W-4 and IT2104, available in the Forms Library>Payroll/PAC in Finance Gateway - See link below).
· I-9 Completed – Steps 1 and 2 must be completed within 3 days of employment (See link below). 



· REHIRE   (PRIOR COLUMBIA EMPLOYMENT)

NOTE:  You must request the PAF from the previous department and manually modify as appropriate.  If you need assistance retrieving a PAF, contact me directly.

1. PAF – (Must be printed on blue paper, or you may submit the rehire in TBH (Template Based Hire) in PAC. 
- ACTION / REASON = REH / REH
1. DOL 195 Form - The non-exempt form is required - (See link below)
1. Casual Form - (See link below)
1. Voluntary Self-Identification of Race and Ethnicity – (Located under Forms in the HR Manager’s Toolkit – See link below).

· HIRE MULTIPLE JOB  (CURRENT CASUAL APPOINTMENT IN ANOTHER DEPARTMENT)

NOTE: You must request the PAF from the current department and manually modify as appropriate.  If you need assistance retrieving a PAF, contact me directly.

1. PAF – (Must be printed on blue paper)
- ACTION / REASON = HIR / MJB 
1. DOL 195 Form - The non-exempt form is required  - (See link below)
1. Casual Form - (See link below)

HELPFUL LINKS:

· NEW HIRE PAF – (Please type data for New Hires using this form.  Note that there are drop-down arrows in various fields to help you select the appropriate data). http://managers.hr.columbia.edu/files_hrmanagertoolkit/imce_shared/new-hire-PAF.pdf
· HR MANAGER’S TOOLKIT - http://managers.hr.columbia.edu/
· TIG (Transaction Information Guide) - Action/Reason Codes - http://managers.hr.columbia.edu/tig
· FINANCE GATEWAY – Forms Library >Payroll/PAC -http://finance.columbia.edu/forms-library
· DOL 195 – non-exempt -http://managers.hr.columbia.edu/files_hrmanagertoolkit/imce_shared/FormNonexempt_NYSDOL195.pdf
· CASUAL FORM-http://managers.hr.columbia.edu/files_hrmanagertoolkit/imce_shared/casual-hire-form.pdf  (If you cannot open this link you may need the current version of Adobe Reader. Please contact me if you have difficulty with this link).
· I-9 INSTRUCTIONS - http://hr.columbia.edu/wac/workplace/i-9
· EMPLOYMENT OF SHORT-TERM CASUAL EMPLOYEES - http://hr.columbia.edu/policies/hr-manual/employment#temporary
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