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This form should be used for hiring non-benefits eligible positions and submitting stipend requests.  
 
Non-Benefits Eligible Employment Type Definitions:
 
1.  Full Time Temporary Employees (F/T Temp) can work at least 40 hours per week.
 
2.  Part Time Temporary Employees (P/T Temp) can work between 20-39 hours per week.
 
3.  Co-op employees are non-exempt employees who work 40 hours per week and are approved by the SCDC.
 
4.  Casual employees can work a maximum of 19 hours per week and are scheduled to work on a regular basis.
 
5.  Per Diem employees are scheduled on an “as needed” basis and do not work a fixed schedule.
 
6.  Secondary Stipends are paid to full time employees for additional duties assigned. These duties are above and beyond their current role. Stipends do not have set working hours and are paid once per month based on services performed.
 
Guidelines for hiring Temporary Employees and for using this form:
 
All new hires or rehires who have not worked at the University within the past 12 months are required to complete the appropriate New Hire Temporary paperwork: 
http://www.drexel.edu/hr/atDrexel/new/newforms/
 
Current student employees (or students employees within the past 12 months) will be contacted by your Talent Acquisition Specialist regarding the paperwork they need to complete, including background checks.
 
Temporary Hires must successfully complete their background checks prior to starting their position.  Refer to Policy HR-52 for more details.
 
Students who are enrolled in less than 12 credits per term are ineligible to be hired as Temporary Employees, Co-Ops, Casual Employees or Per Diem Employees.
 
Students cannot be in a student employee or work study position and a temporary position at the same time. Departments must ensure the student position has been terminated prior to the start date of the Temporary position.
 
Stipend requests must also be accompanied by documentation justifying the requested amount. 
 
Authorization to Hire forms must include an approval from the school/department finance or budget administrator.
 
To avoid processing delays, the Authorization to Hire form must be completed in its entirety.  
 
Completed Authorization to Hire forms must be scanned to persnnl@drexel.edu for HR approvals and HRIS processing. For additional information regarding use of this form, please contact your Talent Acquisition Specialist.
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