      

 

NEW HIRE INFORMATION DOCUMENT
1. Position Title: __________________________________________________________________

2. Name: ________________________________________________________________________

3. Reports to: _____________________________________________________________________

4. Effective Date of Employment: ____________________________________

5.  Indicate term of employment agreement:   ______________ to ________________

(N/A for permanent employment) 
 (mo/day/yr)
                                  (mo/day/yr)
6. Hourly Wage: $ ___________________

Salary/Stipend: $__________________
7. Account Allocation: (If split between more than one account)
___-____-________-_______
%
___-____-________-_______
%
8. Special Conditions that need to be included in contract or letter of appointment. 
9. Updated job description for position sent to Human Resources:
____ yes
____ no

Additional employment paperwork must be filled out by each new employee before they begin work at DWU. Please contact Human Resources to set a time for orientation or to obtain additional forms to be given to the new employee. 
_________________________
_____________________________

_____________

Supervisor Name



Supervisor Signature




Date

_________________________
_____________________________

_____________

Vice President/Department Supervisor

Signature





Date

