Hourly Change Form for Non Work-Study Student Employment     
Use this form for pay raises, terminations or change an approver for a currently employed, hourly student worker.
Student’s name as in Banner (print): ____________________________________________________________

Student’s 92 #: _____________________________________ 

Current Hiring Information- Complete all the information in this block as it appears on the most recent hiring form used to employ the student for the department.  This helps us locate the correct record within BANNER.
Department (as listed in Banner):  __________________________________ Position title: ________________________
Organization # of above dept: ______________________________________ Position #: __________________________
Initial hire date ___________________

Hourly rate: ________ 
Contracts/Flat rate pay changes cannot be made using this form. Contact Student Employment for details.
Approval by the Employing Department- Complete this block to authorize the changes in blocks below.

Contact person: _______________________________________________Phone: __________ Bldg/room: ___________

Departmental budget accountable officer: (print) _______________________________________ Date: _____________
Signature of budget accountable officer: _____________________________________________ Phone: _____________ 

Complete the appropriate blocks of information below.
To change position numbers, the old position will need to be terminated and a new Hiring form completed.   
Pay Change Request- Changes will be effective at the beginning of the next pay cycle if submitted at least 5 days before the start of the pay cycle. 
Current hourly rate: __________ 
Proposed hourly rate: __________ 
Paying above minimum wage: To pay one dollar ($1.00) above minimum wage, state justification below: ___________________________________________________________________________________________________

___________________________________________________________________________________________________

Approver Changes- Enter only what is to be changed.

Remove the following: 
Approver for timesheet: (print) __________________________________ 92 # of approver: ____________ TS# ________
Add the following:

Approver for timesheet: (print) __________________________________ 92 # of approver: ____________ TS# ________

To establish or change a proxy, please contact the Human Resources office.
Termination of Student Employees- Complete to terminate a student worker early from employment. All students are automatically terminated on the day of graduation in May or the day before fall classes if employed for summer. No action is needed from the departments if auto-termination would be acceptable. 

Last day worked ____________________________ Reason for termination ____________________________

Completed by Employment office only: Processed by HR: ____________________________ 
Date: __________________


Received by Student Employment: 

Date:
Student Employment     Career Services     205 Killian Annex     WCU     828-227-3888     http://www.wcu.edu/27420.asp 
