PI/Supervisor

Human Resources

OVCRGE HR

Employee }

l

Identify the person you want
to hire

|

Define job duties, degree
requirements, qualifications,
experience, end date, and
salary

Review the request and
contact the supervisor with
any questions

Submit PVL for approval in
JEMS [Dept. Approved]

Review and Approve
(need OHR approval after)

Work with HR to finalize the
PVL draft and provide HR
with the completed TE Hiring
Form

Will this position require a
Criminal Background Check
[CBC]? **

Temporary Employee (TE) Direct Hiring Process Flowchart

. |

No Yes

Initiate the CBC request

Initiate the CBC request

Completes CBC consent

Submit Hire in JEMS Hire

Successful

[

Approved

Unsuccessful

Send Welcome — Onboarding
and Orientation email to EE

[

Processed into HRS

Follow the WC New Hire
Checklist to ensure all items
are completed; do NEO on
employee’s first day

FINISHED

**only required if PTAVP



