Wisconsin Union Policy A6-7
Employment Guidelines for Non-Permanent Staff

The following policies serve as a guideline for non-permanent staff.
A. DEFINITIONS:
1. Student Employees- A short-term, temporary employee that is employed while actively engaged in their educational pursuits. Student employees must be at least sixteen years of age, enrolled for academic credit at an educational institution, and their employment at the institution be incidental to their purpose or presence at the institution as a student. All student employment must comply with University Policy UW-5003, “Student Hourly Employees”  
a. Semester Eligibility. 
· A student may not be employed prior to the first payroll calendar day of the student's first semester of enrollment. Summer eligibility is the only exception (see below). 
· Students who graduate or complete an academic semester and will not be enrolling in the following semester may continue to be employed as a Student Hourly only through the last day of the student hourly pay period of the completed semester. 
Students who withdraw from school during a semester are no longer eligible for Student Hourly employment as of the date of withdrawal.
b. Summer Eligibility.
· Any student who has been accepted for fall enrollment or is continuing in the fall semester after completion of the spring semester or is enrolled during the summer is eligible for summer employment. 
· For non-UW–Madison students, the unit must confirm the individual’s eligibility as stated above.
2. Temporary Employees (TE) - A Temporary Employee is an employee who is not a student as defined above and who is hired for a position that is short-term, temporary and for which the individual will not attain permanent status. TEs are limited to working less than an average of 29 hours per week across all UW appointments in a given year. Additionally TE appointments are held to less than 1040 hours worked in 26 consecutive bi-weekly payroll periods. All TE employment must comply with University Policy UW-5022 “Temporary Employees” For more information regarding TE hour limitations, please contact the Union Payroll Office.
3. Student to TE: students who graduate or withdraw from school for any reason and who receive approval to continue working must be switched to the TE (non-UW Madison student) payroll at the same rate they are currently earning or TE standard hire rate if higher for that position. The opposite would apply to TEs who become UW-Madison students. It will be the employee’s responsibility to keep the Human Resources Office informed of any change in status. Other non-UW students and Temporary Employees should only be hired when student help is not available or under other special circumstances. To ensure that employing UW students remains an organizational priority, all Temporary employment position requests must be approved in advance through the Wisconsin Union approval process.
B. GENERAL

1. It is the policy of The Wisconsin Union to primarily hire UW Madison students for part-time positions wherever practicable. In general, UW students are given priority for Wisconsin Union part-time positions.  However, operational needs may necessitate the employment of non-UW Madison students and/or TEs.

2. Some Wisconsin Union positions are subject to a criminal background check. Employees may be hired or promoted prior to the completion of the background check at the discretion of the Wisconsin Union HR Office but the offer may be rescinded if the employee is not able to pass the background check. Employees may refer to Wisconsin Union Procedural Memo A6-0j Criminal Records Investigations Prior to Employment Procedure, for a list of criteria requiring criminal background checks.

3. All applicants must prove both identity and employment eligibility per Federal Government regulation prior to their first shift.  This applies to both US Citizens and non-US citizens.

4. Student and TEs are required to complete all online trainings before reporting to their unit and receiving on the job training.
5. Positions should have a written position description, with approval of the unit supervisor.
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J. DISCIPLINARY PROCEDURE
1. No employee will be discharged or disciplined except for just cause.  

2. Work rules covering all non-permanent employees are reviewed with employees at time of hire. 
3. Additional work rules specific to each unit shall be discussed with new employee upon hire in their respective unit.  Disciplinary action will be consistent with unit or University work rules.

4. If an employee feels they were discharged or disciplined wrongly, he or she should first speak to their supervisor, then the Wisconsin Union Human Resources Office.

***********************************************************************

Additional background: 

Related materials and support documents:
UW-5003 Student Hourly Employees, UW-5022 Temporary Employees, Wisconsin Union Procedure, Wisconsin Union Procedure, A6-0j Criminal Records Investigations Prior to Employment
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