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[bookmark: _Toc233642532]Hiring Temporary Professional Employees (PZ01-PZ07)
[bookmark: _Toc233642533]Determine which classification to use (most common):
PZ01: Temporary Professional Employee 
· Hourly position, paid biweekly 
PZ02: Temporary Employee - UI Student 
· Paid monthly or lump sum 
PZ03: Temporary Professional Short-Term Monthly Employee  
· Paid monthly or lump sum (must be less than 5 months) 
PZ07: Temporary Employee - Non-UI Student 
· Hourly position, paid biweekly 
Refer to Temporary Appointments for more information.
[bookmark: _Toc233642534]Obtain Authorization
Approval from department leadership is required before initiating the hire.
HR Rep will find or create a position number.
[bookmark: _Toc233642535]Position Posting
A minimum 3-day ad is required unless the candidate is a current UR student or has been employed by the University within the past 24 months.
· Posting is done via the Temporary Jobs portal in Jobs@UIowa in Self Service.
[bookmark: _Toc233642536]Search and Posting Requirements
	Appointment Type
	Search Requirement
	Posting Requirement

	Temporary Staff (PZ01-PZ07)
	Optional
	3-day ad required unless current UI student or employed in past 24 months.


[bookmark: _Toc233642537]Temporary Appointments Limits
Policy Manual language limits P&S temporary appointments to two fiscal years for appointments that are 75% (1560 hours) or more. Appointments of less than 75% are not restricted regarding the duration of the appointment. 
Limited extensions for temporary appointments that are 75% or more are permitted with Compensation and Classification approval. 
An end date of no more than two years’ duration on appointment forms is required if the employee is expected to work more than 1560 hours in the first year. For positions expecting to work less than 1560 hours per year, additional approval from Compensation and Classification is not required to extend beyond the initial year. 
[bookmark: _Toc233642538]Benefits Eligibility
	Appointment Type
	Benefits

	Temporary Staff (<6 months or less than 50% FTE)
	Not eligible for retirement plan selection

	Temporary Staff (>6 months)
	Need to select choice of retirement plan within 60 days (IPERS or TIAA)


[bookmark: _Toc233642539]Background Check  
Required for positions involving sensitive data, financial access, or working with animals or minors.  
[bookmark: _Toc233642540]Offer Letter Templates 
PZ01 (hourly) 
· P&S Temp Appointment Offer Letter - 6 months or More (docx) 
· P&S Temp Appointment Offer Letter - Less than 6 months (docx) 
PZ02/PZ03 (monthly/lump sum) *Offer letter required for PZ03 and encouraged for PZ02  
· Appendix A 
PZ07 (hourly)  
· Offer Letter/Signed Acknowledgement – Appendix B 
[bookmark: _Toc233642541]Submitting new hire requests to the Transaction Hub  
Use CLAS transaction request form  
· Include: Start and end dates, payment amount and schedule, supervisor, funding source, and brief job duties.  
· Attach a signed offer letter. An internal departmental payment form may be used if it has been vetted by your HR Rep. 
· PZ07 needs proof of enrollment from current institution and a signed acknowledgement form (included in offer letter).  
[bookmark: _Toc233642542]Onboarding  
HR will send communication regarding I-9, direct deposit setup, and time reporting instructions, if applicable. 
Any mandatory trainings will be completed at department level. 
[bookmark: _Toc233642543]Monitoring and Termination  
Track hours and duration to ensure compliance with appointment limits.  
Monitor end date to determine need for renewal or termination. 
Submit CLAS transaction request form for any change of status or when it is time to terminate.  
[bookmark: _Toc233642544]Appendix A: P&S Offer Letter: Short Term Appointment
[Today’s Date] 
[Employee’s full name] 

Dear [Employee’s name], 
I am pleased to offer you the position of Temporary Professional Employee (PZ03) in [department] at the University of Iowa beginning [date] and ending [date]. The position is [full time or % part time] and pays [dollar amount]. You will be paid through direct deposit [on specific date or monthly]. 
Your Professional & Scientific (P&S) employment status will be Temporary At-Will. For more information on your employment status, please refer to the status definitions in the addendum. 
Candidates for temporary professional and scientific positions that have been designated security sensitive by the appropriate dean or vice president will require a criminal background check be conducted at the time of hire.  
This offer is contingent upon your having or obtaining the appropriate work authorization and being able to maintain that authorization for the entire employment period. Please review the attached addendum for additional details – including employment requirements and benefits information – about working at Iowa. 
We are committed to providing an accessible and supportive work environment. If you require reasonable accommodation to perform the essential functions of this position, please contact your HR representative [name] at [email address]. We encourage open communication to ensure we can provide the necessary support and resources for you in this role. 
We are enthusiastic to have you join our professional staff and look forward to working with you.  

Sincerely, 
[Your name] 
[Title] 
 
Please sign your name and today’s date below and initial after the addendum to accept this offer of employment. 
 
 
______________________________				___________________________________ 
Employee signature					Date 
 
Note: Special federal and state tax withholding rules apply for nonresidents with immigration status F1, J1, J2, H1B, TN, 01, asylee, and refugee. For more information, please contact the Payroll Office. 



Addendum 
Benefits and Direct Deposit 
This appointment does not include University’s employee benefits. As a condition of employment, you will be required to receive all payments by direct deposit. You may sign up for direct deposit on the University Self Service web site shortly after you begin your appointment. 
I-9 requirements 
In compliance with federal law, we must verify the identity and work authorization of all new employees using the USCIS Form I-9. Please log into the online portal to initiate the process. Please be prepared to show acceptable documentation on your first day of employment. State agency employers in Iowa are required to use E-Verify to confirm employment eligibility. University of Iowa employees, including those who work remotely or out-of-state, are subject to E-Verify. 
Post offer self-identification 
As required by federal contracting regulations, the University of Iowa must provide persons who have been extended a job offer the opportunity to self-identify as a protected veteran and/or as an individual with a disability. This information is used to monitor and report on the university’s equal employment opportunity programs. Submission of this information is voluntary, and refusal to provide it will not subject you to any adverse treatment. Please take a moment to visit the Post Offer Self-identification website and complete the voluntary self-identification form. If you prefer to complete the form by mail, please contact the Office of Civil Rights Compliance via email, ui-ocrc@uiowa.edu, or phone (319-335-0705). 
Intellectual Property Policy 
You are required to follow the University of Iowa Intellectual Property Policy as a condition of your employment. The University of Iowa Research Foundation (URIF) assumes ownership of qualifying inventions as defined in section 30.3.b(2) of the Inventions Policy and of copyright works as defined in section 30.4b(2) of the Copyright Policy. When you are employed by the university you assign all rights, title, and interest in qualifying inventions and copyrights to UIRF. 
Tobacco-Free Campus Policy 
The Tobacco Free Campus Policy is part of the university’s commitment to creating a healthy environment for all members of our campus community and is designed to be positive and supportive of overall health and well-being. The policy defines tobacco products as including but not limited to cigarettes, cigars, pipes, water pipes (hookah), bidis, kreteks, smokeless tobacco, chewing tobacco, snus, snuff electronic cigarettes and any non-FDA approved nicotine delivery device. 
P&S status definition 
Temporary status applies to staff members who serve in a continuous appointment for no more than two fiscal years to meet an emergency or temporary need of the university. Temporary appointments of less than 75% will not be subject to the two-year appointment limitation. Staff in temporary status serve at-will. 
 
I acknowledge receipt of this addendum and accept the conditions therein. 

_____________________________________________			___________________________________ 
Employee initials								Date 
[bookmark: _Toc233642545]Appendix B: P&S Offer Letter: PZ07 Temporary Employee – Non-UI Student Offer Letter
[Today’s Date] 
[Employee’s full name] 
 
Dear [Employee’s name], 
I am pleased to offer you the position of Temporary Professional Employee – Non-UI Student (PZ07) in [department] at the University of Iowa beginning [date] and ending [date]. Weekly hours for this position should not exceed the student limit of 20 hours/week during the academic year (40 hours/week during academic break periods) or 680 hours/year, and pays [dollar amount/hour]. You will be paid biweekly through direct deposit. 
Your Professional & Scientific (P&S) employment status will be Temporary At-Will. For more information on your employment status, please refer to the status definitions in the addendum. 
This offer is contingent upon your having or obtaining the appropriate work authorization and being able to maintain that authorization for the entire employment period. Please review the attached addendum for additional details – including employment requirements and benefits information – about working at Iowa. 
Please note that a copy of your current school transcript is required for this appointment to proceed, as it is needed to verify your enrollment status at another educational institution. 
We are committed to providing an accessible and supportive work environment. If you require reasonable accommodation to perform the essential functions of this position, please contact your HR representative [name] at [email address]. We encourage open communication to ensure we can provide the necessary support and resources for you in this role. 
We are enthusiastic to have you join our professional staff and look forward to working with you.  

Sincerely, 
[Your name] 
[Title] 

Please sign and date below to indicate your acceptance of this offer of employment. In addition, please review the addendum located below this section and initial where indicated. 
By signing and initialing the addendum, you acknowledge and agree to the following: 
"I acknowledge that it is my responsibility to notify my supervisor at the University of Iowa immediately when I am no longer enrolled as a student at another academic institution." 

 
_________________________________________			__________________________________ 
Employee signature						Date 
 
Note: Special federal and state tax withholding rules apply for nonresidents with immigration status F1, J1, J2, H1B, TN, 01, asylee, and refugee. For more information, please contact the Payroll Office. 

Addendum  
Benefits and Direct Deposit  
This appointment does not include University’s employee benefits. As a condition of employment, you will be required to receive all payments by direct deposit. You may sign up for direct deposit on the University Self Service web site shortly after you begin your appointment.  
I-9 requirements  
In compliance with federal law, we must verify the identity and work authorization of all new employees using the USCIS Form I-9. Please log into the online portal to initiate the process. Please be prepared to show acceptable documentation on your first day of employment. State agency employers in Iowa are required to use E-Verify to confirm employment eligibility. University of Iowa employees, including those who work remotely or out-of-state, are subject to E-Verify.  
Post offer self-identification  
As required by federal contracting regulations, the University of Iowa must provide persons who have been extended a job offer the opportunity to self-identify as a protected veteran and/or as an individual with a disability. This information is used to monitor and report on the university’s equal employment opportunity programs. Submission of this information is voluntary, and refusal to provide it will not subject you to any adverse treatment. Please take a moment to visit the Post Offer Self-identification website and complete the voluntary self-identification form. If you prefer to complete the form by mail, please contact the Office of Civil Rights Compliance via email, ui-ocrc@uiowa.edu, or phone (319-335-0705).  
Intellectual Property Policy  
You are required to follow the University of Iowa Intellectual Property Policy as a condition of your employment. The University of Iowa Research Foundation (URIF) assumes ownership of qualifying inventions as defined in section 30.3.b(2) of the Inventions Policy and of copyright works as defined in section 30.4b(2) of the Copyright Policy. When you are employed by the university you assign all rights, title, and interest in qualifying inventions and copyrights to UIRF.  
Tobacco-Free Campus Policy  
The Tobacco Free Campus Policy is part of the university’s commitment to creating a healthy environment for all members of our campus community and is designed to be positive and supportive of overall health and well-being. The policy defines tobacco products as including but not limited to cigarettes, cigars, pipes, water pipes (hookah), bidis, kreteks, smokeless tobacco, chewing tobacco, snus, snuff electronic cigarettes and any non-FDA approved nicotine delivery device.  
P&S status definition 
Temporary status applies to staff members who serve in a continuous appointment for no more than two fiscal years to meet an emergency or temporary need of the university. Temporary appointments of less than 75% will not be subject to the two-year appointment limitation. Staff in temporary status serve at-will. 

I acknowledge receipt of this addendum and accept the conditions therein.   
 
_________________________________				___________________________________  
Employee initials							Date  
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