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1. Use this form for hourly paid support staff appointments with the exception of appointments listed in 2.below.
2. Do NOT use this form for Student Research Assistants, positions under the Excluded Student Compensation Group.- use the Short-Term/Part Time Academic & Student Appointment form instead.
3. The help text on the status line (at the bottom of the screen) will guide you in completing this form. Alternatively, you may hit the F1 key and a small window will pop up displaying the help text. Detailed explanatory notes are included in this document – please refer to the appropriate section(s). If you still have questions on how to fill out this form, please call Trina Kajtar at 474-7930. For questions on appointments or business rules, please refer to the HR contact list at the HRIS web site. (control + click to follow the link):
http://umanitoba.ca/admin/human_resources/VIP/guidelines_2007/HR_Contact_List_New_2007.doc
4. Please complete the Form fully. The form(s) may be returned to you if it is not completed fully.
5. Explanatory notes – please refer to the corresponding Section numbers on the form.

A. Employee Information

1. Surname: for an existing employee, please use the surname shown in VIP. Otherwise, use the name shown on the legal document, e.g., SIN Card

2. Given Name(s): for an existing employee, please use the other name(S) shown in VIP. Otherwise, use the name shown on the legal document, e.g., SIN Card
3. Employee Number: for an existing employee, please enter the employee number shown in VIP. If not available, please enter n/a 

4. Social Insurance Number: Enter the Social Insurance Number. For a new hire who is a Canadian resident, you must attach a copy of the SIN card to this appointment form. HR will shred the copy after data has been entered in VIP. For a foreign worker, you must attach a copy of SIN card (prefixed by 9) and a copy of the valid Work Permit (or Study Permit) every time you submit an appointment form. For details regarding SIN, Study Permit, Work Permit or other legal documents, please refer to the document “Legal Document – Definitions and data entry in VIP” at the following web site (control + click to follow the link):

http://umanitoba.ca/admin/human_resources/services/hris/documentation/index.html
5. Student Number: please enter the 9-digit student number if the employee is a student of the University of Manitoba.
6. Student Status: please select from the drop down list the appropriate student status if the employee is a student attending any educational institution.
7. Graduation date: please include the graduation date if the employee is an international student and in the final year at the University of Manitoba – we need this information to follow up on the student status to determine if the student is eligible to continue to work on Campus.
8. Employee Status & Type of Legal Document required: please select the appropriate status from the drop-down list. For detailed information on legal documents, please visit the following web site (control + click to follow the link):
http://umanitoba.ca/admin/human_resources/services/hris/documentation/index.html
B. Position Information
1. Position Number: please enter the position number if available. Enter n/a if not available.

2. Position Title: Please enter the position title.
3. Job Classification: Enter the job classification, e.g., Office Assistant 2.

4. Salary step: Enter the salary step. Enter n/a if not known or not applicable (e.g., EMAPS appointment does not have a step).
5. Faculty/Unit: please enter either the faculty name or the unit name.
6. Department: please enter the department name.
7. Section: Please enter the section name. Enter n/a if not applicable.

8. Please enter the position Group number. 
9. PSU Code: Please enter the PSU code. If you don’t know the number, please refer to the PSU Code listing at the HRIS web site.
10. Work Location: the work location is associated with the position, not the employee. Please select from the drop-down list

11. Building: the building or hospital is associated with the position, not the employee. If there is no building or hospital name, please provide the town and province.
C. Appointment Information
1. Appointment Start Date: Please enter the start date of the appointment.
2. Appointment End Date: Enter the end date of the appointment.
3. Reason for Appointment: You MUST select one from the drop-down list.

4. Name of employee being replaced: Please enter the name of the employee being replaced, e.g., employee appointed as a leave replacement.
5. Total Work Hours/Week: Please enter the total number of hours of work per week. If the hours are variable, please enter n/a and then select the weekly hourly range in the next field. If the minimum weekly hourly range is 17.5 hours or more, please complete the Regular Schedule (C.7). Any additions or changes should be done during time entry. The reason for the minimum hour schedule is to allow the system to generate staff benefits.
6. Hourly salary. Enter the basic hourly rate excluding vacation pay (VIP will automatically add the appropriate rate of vacation pay based on the service as of April 1 of the current year)

7. Regular Schedule: you will complete the schedule table provided. You enter the start date of the left cell under the day; and enter the total duration worked on the right cell under the day.
8. If you want HR to enter the commitment in VIP, please enter the total number of hours per week. Please note that the commitment is only used for hourly paid appointment when there is no pre-planned schedule attached to the appointment. HR will enter the hours using the “Casual Schedule Override”. This Casual Schedule Override will generate the commitment behind the scene.
9. Default GL: please enter the FOP for the default GL. When the appointment is paid from a GL override, on expiry of the override, the paying GL reverts to the default if the appointment continues. If the appointment should not revert back to the default GL, faculties/units are required to submit a Funding Allocation Form or Re- appointment Form as appropriate to Human Resources Department through Budgets and Grants. Agenda messages have been set up for the PSU to receive the message 28 days prior to the expiry date of the GL override.

10. Grant Funded: please check the appropriate box.
11. Total Estimated Cost of Salary Excluding Benefits: please enter the amount to be charged to the end of the current fiscal year.

12. FA (or 3rd Party Billing Account)? Please check the appropriate box. This serves as a flag for HR to double-check if the FA not FOP is provided for the paying GL – to prevent GL errors which are very difficult and time-consuming to correct.

13. Paying GL: please enter the FOP or FA if it is a billing account. If you enter FA, you enter the A using the O field. There is only enough space for 2 GL’s. If the appointment is paid from more than 2 GL’s or from a fixed amount, you will have to attach a Funding Allocation Form.

14. Please provide a GL for Stat Holiday Pay after the contract end date if the appointment is hourly paid. An employee may be eligible for stat holiday pay even through it falls after the contract end date according to the law.
D. Attachment: this is a checklist to remind you to attach the appropriate document. Here are the guidelines:
1. New Hire: you must attach a copy of the Personal Information Form (PIF) and a copy of SIN card. For information regarding SIN card, please check the document “Legal Document: Information on Social Insurance Number (SIN). At the following web site (control + click to follow the link):

http://umanitoba.ca/admin/human_resources/services/hris/documentation/index.html
2. Legal document attachments related to the employee status listed in A8 above, e.g., 

(a) 
An employee under age 16 requires a Child Employment Permit. For details, please refer to “Legal Document – Definitions and data entry in VIP” at the same web site listed above.

(b) 
Non Canadian residents working in Canada require a valid Work Permit (or in the case of a full time student of U of M, a Study Permit). For details, please refer to the “Legal Document – Definitions and data entry in VIP” at the same web site listed above.

(c)
An employees who is a Status Indian and the work is carried out in an Aboriginal community may be eligible for tax exemption based on the percentage time worked in the Aboriginal community. In order to process the tax exemptions, a copy of the “Determination of Exemption of a Status Indian’s Employment Income” signed by the employee is required.
3. New Position not yet created (above OA 1, OA2, or Technician 1 or Technician 2) : please attach a Position Profile form and a copy of the Organization Chart. HR needs the information to create a position number in VIP.
4. Others: these include Schedule Form, Funding Allocation Form

E. Signatures: space to be signed by the authority as designated by the head of the Faculty or Administrative Unit.

