PROCESSING REQUISITION FOR PER DIEM PERSONNEL EMPLOYEES

(PSL-W035)
Sacramento City Unified School District

1.0 SCOPE:
1.1 Working Instructions to process new Per Diem employees

2.0 RESPONSIBILITY:

2.1 Customer Service SDECIahSt The online version of this procedure is

official. Therefore, all printed versions

3.0 APPROVAL AUTHORITY: of this document are unofficial copies.

3.1 Director of Human Resource Services

4.4 Sub Office—Substitute Office that proc
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Sacramento City Unified School District

Check list card Suspend file Until all New To Personnel Access to HRS
located in HRS Employee packet Tech
documents are

complete
New Employee Suspend file Until all New To Personnel Access to HRS
Packet located in HRS Employee packet Tech
documents are
complete
8.0 REVISION HISTORY:
Date: Rev. Description of Revision:
12/03/04 A Initial Release
12/18/06 B External form
10/08/07 C Approval Authority department name change

***FEnd of Procedure***
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