HUMAN RESOURCE SERVICES MANUAL
SECTION 11: FORMS AND RELATED INSTRUCTIONS — STUDENT EMPLOYEES

Student
New Hire Form

Biographical Data - To be completed by the employee

Name (Last, First Middle) SSN - -
Sex: M Visa type
_F CSU ID
Address = City State
Zip ] Home phone ( ) Birth date: B
Emergency contact ~_ Phone ( ) H/W  Relationship
Appointment Data - To be completed by the d rp
State Work-Study studen a m
Department Hire date
Job jrade RSN RO
Hourly salary Salary basis Student hourly Payroll CSU Bi-weekly
Employee group Student Employee qualifier Employment category Temporary
(Work-study or Non work-study)
CSU account number(s) Start date Percent
l . -_—
2' —_—
3

NOTE: Send the I-9 form to Student Employment Services. Send the W-4 and Payment Disposition
Action (PDA) forms to the Payroll Office. Revised 2/2007
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HUMAN RESOURCE SERVICES MANUAL
SECTION 11: FORMS AND RELATED INSTRUCTIONS — STUDENT EMPLOYEES

Student Employment Services
133 Student Services Building
Fort Collins, CO 80523-1065
(970) 491-5714 ty

STUDENT EMPLOYMENT EVALUATION REPORT

Name of Employee Ccsuip Years in School

Employing Department Job Title Period of Employment Pay Rate

EVALUATION OF STUDENT EMPLOYEE

4--OUTSTANDING 3--ABOVE AVERAGE 2--AVERAGE 1--BELOW AVERAGE N.E.--NO EVALUATION

(ALL CHARACTERISTICS MAY NOT APPLY TO EACH STUDENT BECAUSE OF THE GREAT DIVERSITY IN THE OPPORTUNITIES FOR
EMPLOYMENT; THEREFORE, IF A CATEGORY CANNOT BE RATED OBJECTIVELY, PLEASE MARK THE “NO EVALUATION" BOX.)

PLEASE CHECK APPROPRIATE BOX 4321 ~E

QUALITY OF WORK: ABILITY TO DO SATISFACTORY WORK FOLLOWING SPECIFIED PROCEDURES. |

QUANTITY OF WORK: VOLUME OF WORK DONE IN SPECIFIED TIME FOLLOWING SPECIFIED STANDARDS.

COMPREHENSION: KNOWLEDGE OF JOB-FAMILIARITY WITH PROCEDURES OF JOB.

RELIABILITY: JOB COMPLETION, ABILITY TO GET THINGS DONE, AND CONSCIENTIOUSNESS.

ATTITUDE TOWARD WORK: DEGREE OF ENTHUSIASM AND WILLINGNESS W| RFORMS
HIS/HER WORK.

JUDGEMENT: ABILITY TO MAKE SOUND N,

DEPENDIBLITY: PUNCTUALITY AND RE NCE.

PROFESSIONALISM: CONDUCTS HIMSELF/HERSELF IN A DIGNIFIED, BUSINESSLIKE MANNER.

COOPERATION: ABILITY TO WORK WITH OTHERS IN HARMONY.

INITIATIVE: INTEREST IN ASSUMING ADDED RESPONSIBILITIES. |

POTENTIALITIES: ABILITY TO IMPROVE ONE'S SELF WITHIN THE JOB SITUATION.

LEADERSHIP: QUALITIES OF UNDERSTANDING AND DIRECTING PEOPLE.

OVERALL EMPLOYEE: CONSIDER ALL ATTRIBUTES.

GENERAL COMMENTS: A narrative must be provided if a student is evaluated as outstanding or below average overall,

(Attach additional sheet if needed)

Supervisor Signature Date

Student Signature Date

C:\Documents and Settings'srlynch\Local Settings\Temporary Intemnet Files\OLK19E\Student Employment Evaluation Report.doc
02123107
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