Employment Hiring Procedure
1. Student/Staff/Contract teacher applies for position.
2. Department chooses employee.
3. Supervisor signs work permit & gives to employee.
4. Employee brings Work Permit to Employment Office and fills out all required paperwork.
5. Employment completes work permit.
6. Employee brings Work Permit back to Supervisor.
7. Supervisor then generates the rate sheet or contract.
8. All Employees MUST HAVE a work permit from the hiring department in order to complete the hiring process.
This hiring procedure will go into effect as of Monday, August 17th, 2009.
Contact the Employment Office for more Work Permits.
employment@andrews.edu
phone: 269-471-3570		fax: 269-471-6293
