
City of Helena
SEASONAL HIRING GUIDE




EFFECTIVE March 2013
Recruitment
At the end of the season employees will be given a form, Interest to Return, with a return by date.  The form will ask that anyone interested in returning the next year submit the said form   by a date to be determined by the department or division. The date will be communicated to human resources (HR).  The department is responsible for the creation and distribution of the form.     HR will receive a copy of the form. If an employee submits form by said date, he or she has the opportunity to have his or her job again with approval of the supervisor.    A new application will not be required unless the employee is applying for a position in a different department and/or division..  Supervisors will decide if rehire is recommended based on availability, attendance, and performance.  Completing and returning the form  does not guarantee a position.
After the deadline, the program managers will notify HR by email the names, employee numbers, and positions of returning staff.  The email will also include a list of positions that need to be opened with the approximate number of vacancies and recruitment information such as open and close dates. 
Human resources will post the job on the City and Job Service websites.  Other advertising locations such as newspaper, radio, other websites (i.e., Facebook, Craigslist, Montana Help Wanted, etc.), and  school career and job information centers (i.e., Carroll College, Helena College, and private and public high schools) will be the departments responsibility.   Departments will be responsible for any costs that may incur due to the optional advertising.. 
New applicants will be instructed to complete a seasonal application and return to the assigned  division. Applications will be reviewed by the program manager and interviews will be held.  Human resources will be involved in any positions that become regular (not seasonal), part-time positions.
Pay
The seasonal matrix has 5 steps.  Newly hired employees will start at Step 1 in their classification for the entire first season.  If the employee is rehired, they move to Step 2.  A step increase will occur for the following rehire years until Step 5.  If the program manager needs to check the last step that a returning employee received, the information can be obtained on the AS400 or by contacting  the payroll specialist.  
Outside related experience may be considered to start a new employee at a higher step.   Documentation of reasons why the new employee is starting above step 1 will be required in the comments section of the advice of status- new hire form or as an attachment.
The matrix is a longevity system and not performance based.  If additional duties are added, this is a classification change (i.e., someone moves from a Lifeguard I to Lifeguard II).


Paperwork
ALL PAPERWORK MUST BE TO HUMAN RESOURCES BY THE WEDNESDAY PRIOR TO THE PAY PERIOD ENDING.  
HIRING
Forms and a step-by-step checklist for new employees ( Instruction/Checklist) can be found on the HR intranet under the recruitment tab (The checklist must be returned with new hire paperwork).  Documents are listed under Short/Long Term Temp and On-call column.   All forms, documents, and required signatures are required prior to submitting to HR.  Incomplete packets will not be entered by HR.    
New Hires
Before officially offering a job, make sure HR has run and cleared the driving record and/or criminal history (depending on job).  If the applicant is related to a city employee (seasonal or regular) make sure to get approval first (see Relative Hiring).  
1.  Advice of Status- New Hire & Seasonal Application (please place on top of paperwork):
a. E-mail HR first & last name and middle initial so an employee number can be assigned.
b. Signatures needed prior to submitting to HR:  Employee, supervisor, and department head.
c. Make sure to fill out the form in its entirety including coding and personal information.
d. Attach Seasonal Application to status sheet.
2. I-9:
a. Include copies of unexpired documents; 1 from list A or 1 from each list B and C.
b. Employees fill out Section 1 (make sure they sign and date).
c. Supervisor or whomever sees the original documents fills out Section 2.  
d. This information must be complete within three days of the employee’s start date. If not DO NOT LET EMPLOYEE WORK UNTIL COMPLETE
3. W-4:
a. Employee fill out this form; ensure they fill out box 3, line 5, sign, & date.  
4. PERS (Public Employee’s Retirement System)-  two options:
a.  Optional Membership Election- for applicants who are non-members and not expected to work more than 960 hours in a fiscal year.
b. PERS Membership Form- required for all current and past members (who have not withdrawn their funds).  Form is available from the HR office or on the PERS website. 
5. Cash Handling Policy:
a. Annual form, for any employee who may handle cash, checks, or credit cards.
6. Direct Deposit Form:
a. Employees fill out form, attach voided check or federal direct deposit form (for those who do not have a checking account).
b. First paycheck will be a check; the second will go direct deposit.  
7. Seasonal Personnel Policy Manual:
a. Give employee a copy of the Seasonal Personnel Policy. They must sign the acknowledgment page stating they will read it or have it explained to them. It is in your best interest to briefly go over each section with employees.
b. Return acknowledgment form to HR with new hire paperwork.
8. Safety Orientation (see Safety and Policy Information):
a. Safety information and checklist must be completed prior to signature.  

Rehires-employees returning from previous season(s):
Once the list of returning employees (see Recruitment section) has been received from the program manager, HR will print a Reverification Form for each employee.   A minimum of two working days is required.  The Reverification form will include employee address, tax withholdings, direct deposit information, emergency contacts, status of the I-9.  The employee will review the report for accuracy, make any required changes, and sign.  The Reverification form will be attached to the advice of status- rehire form and returned to HR. Incomplete packets will not be entered by HR
Before officially offering a job, make sure HR has run and cleared the driving record and/or criminal history (depending on job).  If the applicant is related to a city employee (seasonal or regular) make sure to get approval first (see Relative Hiring).  
1. Advice of Status- Rehire & Reverification form: (please place on top of paperwork)
a. Attach updated Reverification from to the back of the advice of status form.
2. I-9:
a. May be reverified multiple times in a 3 year period.  EXCEPTIONS:
i. Document from A column (usually passport or work visa) or C column (Employment authorization document from Dept of Homeland Security) expired.
b. If document cannot be reverified, fill out the same as a new hire.
3. PERS (Public Employee’s Retirement System)-  two options:
a.  Optional Membership Election- for applicants who are non-members and not expected to work more than 960 hours in a fiscal year.
b. PERS Membership Form- required for all current and past members (who have not withdrawn their funds).  Form is available from the HR office or on the PERS website. 
4. Cash Handling Policy:
a. Annual form, for any employee who may handle cash, check, or credit card.
5. Seasonal Personnel Policy Manual:
a. Give employee a copy of the Seasonal Personnel Policy. They must sign the acknowledgment page stating they will read it or have it explained to them. It is in your best interest to briefly go over each section with employees.
b. Return acknowledgment form to HR with new hire paperwork.
6. Safety Orientation (see Safety and Policy Information):
a. Safety information and checklist must be completed prior to signature.  

	**	ALL returning employees need to complete either a PERS membership card or an opt-out card 	EACH YEAR.  The opt-out card can be found on the HR intranet site, Human Resources will 	supply the departments with membership cards.  These need to be attached to the advice of 	status and returned prior to the entry in the payroll system.
Relative hiring
An employee cannot be hired to supervise or be supervised by a relative (see the Personnel Policy for more explanation).  
Before an offer may be made send an email to the Human Resources Director including the applicant’s name, position to hired, name and department of relative.  The HR Director will get approval from the City Manager (CM).  An email will be sent with approval or if the CM denies, a phone call will be made to the supervisor.  Plan ahead-sometimes it takes more than a week to get the CM approval.

SAFETY AND POLICY INFORMATION
During orientation the seasonal personnel policy manual will be reviewed as well as a safety orientation including, but not limited to, the items listed on the safety orientation form.   If additional safety items are covered, please provide a copy of those items to HR.  Each employee signs the employee acknowledgment and safety orientation form.  These forms are part of the employee paperwork packet.  
TERMINATION
Send an advice of status-termination to HR no later than the Wednesday before the pay period end date.  The only exception is if the employee unexpectedly quit that Wednesday thru Saturday. Employees should sign the advice of status unless an unexpected situation occurs, such as the one mentioned above, making it difficult or impossible.  
Unless noted as such on the termination status sheet, all final checks or direct deposit sheets will be mailed to the individual at the address on file or on status sheet.
If the person remains on your payroll after termination, please send e-mail or call the payroll specialist.   
	Job attached-These should be VERY limited.  If you would like to job attach someone, at the end of the season email the payroll specialist the employees name and job title.  No UI paperwork should be filled out by the department. 
[bookmark: _GoBack]	If you are discharging someone (letting them go for cause-attendance, attitude, stealing, etc.) you must notify both your department head and the HR Director prior to termination.  
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