myHR Administration
B nohdual Hiring Decision Tree

Is the employee
currently
in paid status?

For temps, use a Personal Data Form to create a new temp job record. For
Yes: supplemental or short-term pay for non-temps, use the Additional Pay Request
Form. For all other purposes, use a Posn/Appt Form to create a new appt.

Does the person hold an
active appointment at NU?

No No Is the nature
of service pre-
approved for
Special Pay?

Will the person average

100% time in 6 months or Yes: Hire as Benefits-Eligible Employee

50% in 12 months? No
v
No If pay is related to the dept of the existing unpaid appt, use a Posn/Appt
Form with PAY/SRT code to place the pay on the existing appointment; use
PAY/SRT to return the appt back to unpaid. If pay is from a different dept, A 4

use a Posn/Appt Form to create a new paid appointment.

Complete the Special
Pay Request Form

Is the nature of service pre-
approved for Special Pay?

No

Complete the

Independent ol )
A decision will be returned to you
Yes—P| Contractor ¥

with instructions.

Do you believe the person
meets the requirements of an
Independent Contractor? Questionnaire for

Approval

No

Use a Posn/Appt Form
Yes—P» and create an Adjunct

Will the employee teach

more than three 3-hour
classes for 60 days?*

Is this person teaching?

Faculty appointment.

No No

Submit Personal Data
Yes—P» Form to hire as a Temp
into Kronos

After 60 days, have you
decided to hire the employee
as benefits-eligible?

Will the employee work
30 hrs/week or more?

Can the person be
paid hourly?

No No No

4

Contact HR Compensation

After 12 months, has the
employee averaged 130 hrs/
month or more? *

ACA Benefits will
be offered.

Questions/Assistance:

Faculty Payments: facultyrecords@northwestern.edu
No

* For ACA purposes, one 3-hour course for

Hours will be tracked and evaluated | ] purposes, f
12 h adjunct faculty is equal to 7.75 hrs/week.
Other Assistance: myHRhelp@northwestern.edu every 12 months. rev. 1/14/15

Independent Contractor/Staff Questions:
Contractor_Request@northwestern.edu

ACA Benefit Questions: aca@northwestern.edu
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