
Do you know who you would 
like to hire?

Yes

Fill out the TE hiring form and 
return it to HR 14 - 21 days before 

the requested start date. 

TE Hiring Form: http://
www.waisman.wisc.edu/hr-

classified.htm

While the CBC is processing 
Work with HR to develop the 
PD and other details of the 

request.

Wil this position require a Criminal 
Background Check (CBC)? Contact 

HR if you are unsure

*If designated as a position of trust 
a CBC is required. 

Position of Trust: https://
kb.wisc.edu/hrs/

page.php?id=29841

The CBC process may take 3 – 
5 days to process. If this is 

considered a position of trust 
(POT) it may take 5 – 10 days 

or longer.

 If this is designated as a POT, 
the employee MAY NOT start 
working until the CBC process 

is completed.

Successful

Not Successful

STOP

HR will notify you once the 
process has been completed 

successfully.

 Once the PD has been 
approved, HR will 

confirm the start date 
with the supervisor and 

process the hire.

HR will send a welcome 
email to the employee 
to confirm a start date 

and provide further 
information/

instructions and 
appointment letter

Does this person have an 
I-9 in GIS?

HR will initiate the I-9 to 
the employee.

Employee will provide 
the required verification 
documents to HR within 
3 business days of their 

start date.

HR will make sure all 
necessary forms are 

turned in and that the I-9 
process is completed.

FINISH

HR will follow the I-9 
flowchart on how to 

proceed

Flowchart: http://
www.ohr.wisc.edu/ifss/i-

9/Flowchart.pdf

No Work with HR to develop 
the position description 

(PD). Once the PD is 
ready HR will submit the 

job to Divisional HR 
(VCRGE) for approval.

When the PD has been 
approved by Divisional 

and Central HR, it will be 
released to the Jobs at 
UW-Madison website: 
https://jobs.wisc.edu/

Yes No

Yes No

Temporary Employee (TE) Hiring Process

Hiring Supervisor

Employee

Human Resources

Once you have 
completed your search 
contact HR to start the 

hiring process

 Work with HR to 
develop the PD and 

confirm other details of 
the request. Once the 

PD is ready HR will 
submit the job to 

Divisional HR (VCRGE) 
for approval.
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