: FITCHBURG STATE UNIVERSITY

Rehiring Non-Benefited PT Contractors or Adding a Payroll Record for Full Time
Employees

The Standard Contract is now a dynamic form and can be completed electronically making the rehire process
seamless.

Standard Contract

If rehiring Non-Benefited PT Contractors (NBPTC) that have not had a break in service (break in service
means 12 months or more) you just need to complete the Standard Contract. (**If hiring current FT
benefited employee you would use the same Standard Contract) that can be found on our website or by
clicking here: Standard Contract

The Representative from Department initiates the Standard Contract. Clicking on the above link will bring
you to the sign in page; log in using your Falcon Key credentials.

# FITCHBURG STATE
# UNIVERSITY

Sign in with your organizational account

someone@example.com

lFasswar d

The first section is Completion by Contractor, please scroll down to Completion by Hiring Department
section. You will need the following information in order to fill out the form:

e The contract employee’s @fitchburgstate.edu email address

e Department

e Fiscal Year

e FOAPAL

e Contractor Title

e Contract start and end dates and the first day of work

e Rate of Pay

e Scheduled Hours / Week

e Maximum Hours / Week

e Maximum Contract Obligation

e Description of Work

e SSTA Approver (who will be approving time for the contractor)

e Department Manager’s Name and Email (if you are the Department Manager you may enter your own

information)
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# UNIVERSITY mihaat CORI

HUMAN RESOURCES & PAYROLL SERVICES
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Completion by Contractor

Contractor Legal Name: 4 Emgloyes 10
(€ bnown)

Contractor Preferred Name:

Mave you ever hukd ancthur position at Fechbarg State e S Ny
o ancthar state agency i the Commonaealth of
MamaPunmutln?

Clich hare. (gt dack and open in & fruw wedon) 10 resd e Commonmeakh Tarms and
(RNdLOMm.

"0 By checkeng thes box, IN WITNESS WHERCFE, The Contracior ety undir they pans and
penadtus of perpuary that it his chokad 0n and revamed Uhe lnk sove and shal comgly

with the Cor dlth Terma and ( for anvy appleable Contradt eaeosted with
the Commmonmealh as corlifnd by her authorised sgnitory bebe.

| S ———

Contracion's Ftchurg State Emad Address: 4

Ospartermunt . ¢ Facal 4
Yoar
Contracter 4 FOARAL *
Tek
Contract Start Date: 18t Oy of work: 4
Contract Bnd Date: 4
L e L L L
Schudded 4 Micerum 4 M 4 & of Teachng
Hours / Howrs / Contract Credts
Week: Woak Cbgatnn (FACIATY

ONLr)

SETA Agprowver 4
Cepartment Manager Name: 4
Oupartment Manager Brad. ¢

Reprusertateon from Dupartmant intating ths foem:

. Mame:  ® Kevdarly Page
Ak 1 "

« s Tak . |

et Dute

Once the Completion by Hiring Department section is complete scroll down to Representative from Department
initiating this form, click to sign, and then click Submit Form.
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Completion by Hiring Department

Contractor's Fitchburg Stace Email Address: =

Diepartment: ©

‘Contractor
Title:

Contract Start Date:®
Contract End Date: *
Rate of Pzy: & b

Scheculed * ¥

Hours [ Week:

Mandmum
Hours | Week:

*Dacr'lptiun of Work [Please be 2= cetailed as possible)

Fiscal  *

Yezr:
FOARAL: ™

1st Day of Work: *

Pay is Per: *[— Please Salect— W

Masdimum
Contract Obligation:

#

= of Teaching Credits
(FACULTY ONLY):

SSTA Approver! *
Department Manager Mame:

Department Manager Email:

Representative from Department initiating this form:
=

(click to sign)

Signature Dste

Mzme!

Title: b

*
Kimberly Pags

Contractor Signature: Dste

Pzyrall Services Signature

Save Progress Submit Farm

Department Manager Signature: D=t

-

N

After submitting the Standard Contract, the Representative from Department initiating this form receives the

following email:

Standard Contract without CORIl sent to

_@ﬁtchburgstate.edu Inbox x

payhelp@fitchburgstate.edu
tome =

Hello Kimberly -

9:49 AM (0 minutes ago)

h

Thank you for submitting the Standard Contract without CORI. Your request will be forwarded to the Contractor,
-@ﬁtchburgstate.edu: to complete & sign. You will receive a second email when Payroll Services

receives the form.

Thank you,

Human Resources & Payroll Services
payhelp@fitchburgstate.edu
978-665-3177

--Dynamic Forms
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The Employee receives an email to complete the standard contract. (Example below)

—————— - Forwarded message -——-

From: <payhelp@fitchburgstate.edu>

Date: Thu, Jul 2, 2020 at 9:49 AM

Subject: Standard Contract Form requires your attention
To: -@_Mgstat&edw

Congratulations on your position!

Kimberly -at Fitchburg State University has submitted a Standard Contract form for you to sign.
Once Payroll receives your Standard Contract they will begin the hiring process.

If you have any questions, please contact Kimberly-.

Thank you,

Human Resources & Payroll Services

Fitchburg State University

payhelp@fitchburgstate . edu
978-665-3177

[Cli{:k here to complete your section of the form. ]
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Once the employee completes the Completion by Contractor section, the form will be sent to the Department Manager.
The department manager receives the following email and must Click here to complete your section of the form:

Hello Jessica ||

A Standard Contract - no CORI form has been signed by Kelli- for I{imberly-

Please review and sign to show approval {link below). The form will then be sent to Payroll Services to hire the
contractor.

Summary of information:
Dept Representative: Kimberly [

Dept Mgr: Jessica [
Department: Human Resources & Payroll Services / Researcher

Contractor: Kelli [ N - fiichburgstate edu
Contract Start/End Dates: 07/01/2020 - 06/30/2021
1st Day: 07/13/2020

Thank you,

Human Resources & Payroll Services
Fitchburg State University
payhelp@fitchburgstate edu
978-665-3177

--Dynamic Forms

Click here to complete your section of the form.

Department manager signs the Standard Contract then clicks Submit Form. You will receive another email once
Payroll receives the contract to be processed.
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Completion by Contractor

Contractor Legal Name:* Kirrberi','- Employee ID

(il known)i

Contractor Prefarred Name: K.ir"n_

Have you ever held another pesition at Fitchburg State or another state s w
agency in the Commonwealth of Massachusetts?

Click here. [right click and open in a new window) to read the Commonwealth Terms and Conditions.

* By checking this box, IN WITKRESS WHEROF, The Contractor certily under they pains and penalties of perjury that it has dicked on and

reviewed the link abowe and shall comply with the Commaonwealth Terms and Conditions lfor any applicabde Contract executed with the
Commonwealth as certified by their authorized signatory Delow.

Completion by Hiring Department

5 il A =1 %
Contractor's Personal Email Address: _@gmail.c:-m

Department: = Human Resources & Payroll Services 5:’::' 7 FY 2021

omerEetar " Researcher FORPAL:™ nog1 3455 456 2345 D061

Contract Start Date: * 07/01/2020 1=t Day of Work: * 07/13/2020

Contract End Date: = 06/30/2021

Rate of Pay: 5 * 5s.00 Pay is Per: ¥ Hour w

Scheduled * 10 Mazimum * 15 Maimum * 3500.00 = of Teaching Credits
Hours [ Week: Hours [/ Week: Contract Obligation: (FACULTY ONLY):

DE-CFIFI':IGF of Work [Please be z= detziled a2z possible)
zearch remote hiring practices.

e
ST Apprever " el I
Department Manager Mame: * Ki -
im
Department Manager Email: *-@ﬁtlﬂ'burgﬁtate.edu

Representative from Department initiating this form:
®

., *
) MName: Kimberly -
y 07/02/2020, 2:31 PM Title: * .
Signature Date = Director of Human Rescurces

Completion by Human Resources

E

Hurnan Resources has conducted the CORISORI.

/ \

FKenbreale 07/02/2020, 2:57 PM 07/02/2020, 3:12 PM

Contractor Sgnatufe: Diste Wﬂa! Signature: Date

Human Resources Signature Crate Pzyrall Services Signature Drate
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The Hiring manager receives the following email, once the employee signs the Standard Contract and it is with
Payroll to be processed.

A Standard Contract has been signed by Kimheﬂy-for I{imberl-,r- Requires your signature inbas = & ©
payhelpidlitchbungstate edu Sun, Jul 5, 3:09 PM (1dayage) 3

tome =

Hello kim [

A Standard Contract has bean signed by Kimberty [t vimtery [

Pl review and sign to show approval (link below). The form will then be sent 1o Human Resourdse to intiale the CORISORI. Onos that has been approved the Standard Contract will be sem 1o Payroll
Services 10 hing e Coniacion

Summanry of information:
Dept Represestative: Kimbery I

Dt Mgr: Ilhm-

Department: Hsman Resources & Payroll Services / Researchar
Contracion: Kimber ifpmail comy
Cantrect SteEnd Dates: 0701 - SN

st Day: OTAR2020

Thsrk you,

Human Ragsources & Payroll Sardcss
Fitchburg State University
pavhek@ftchbargitale adi
§T8-665-317T

~Dynamic Foms
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