CITY OF HELENA
 (
Rev. 
05/12
)ADVICE OF STATUS-RE-HIRE
[bookmark: Text1][bookmark: Text26][bookmark: Text27][bookmark: Text3]Employee Legal Name      	     	     	  Employee #      	
	 Last	First  	MI
[bookmark: Text23]1st date of employment     	
[bookmark: Text7][bookmark: Text8]Department      	Department Account #      	
		(If more than one, type multiple here and please note accts and % in remarks below)
[bookmark: Text12][bookmark: Text13][bookmark: Text25][bookmark: Text14]Position Title      	  Grade      	 Step      	Hourly Salary $     	
[bookmark: Check1][bookmark: Check2][bookmark: Check5][bookmark: Check6]FLSA Status:	|_| non-exempt	|_| exempt	Union Position?	|_| No	|_| Yes
[bookmark: Check46][bookmark: Check47][bookmark: Check48][bookmark: Check50][bookmark: Check51]|_| New Hire	|_| Rehire	|_| Probationary    |_| On-Call    |_| Elected Official
[bookmark: Text28][bookmark: Check49][bookmark: Check52] If rehire, prev. Dept:     		|_| Long Term Temp (6-12 mo.)   |_| Short Term Temp (<6 mo.)
[bookmark: Check53][bookmark: Check54][bookmark: Text24]|_| Full Time	|_| Part Time: est # hrs/week      	  not required for on-call
[bookmark: Check61][bookmark: Check55][bookmark: Check56][bookmark: Check57][bookmark: Check58][bookmark: Check59][bookmark: Check60][bookmark: Check62]Work Schedule: |_|Su  |_|M  |_|Tu  |_|W  |_|Th  |_|F  |_|Sa    |_| No schedule, hours vary

EMPLOYEE PERSONAL DATA –review attached printout, make necessary corrections as specified

[bookmark: Text21]Remarks:      	 
	
	
	
 (
Signatures:
Employee
Date
Supervisor
Date
Department Head
 Date
City Manager
Date
HR Director
 Date
HR input
)
