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A Part-time Agreement Employment Agreement form must be completed anytime a department hires a part-time employee who will be paid out of the department’s operational budget.  Students hired under the Federal Work-study program do not need to complete an employment agreement form.

1. Averett University’s fiscal year runs from July 1-June 30.  Part-time Agreement Forms may be completed anytime during this period; however, it is important that the ending date of the Agreement be no later than June 30 of the fiscal year in which an employee is hired.  A part-time employee who will continue working after the June 30 ending date must have a new Agreement issued by July 1 to continue work (use July 1 as his/her starting date).  
2. A part-time employee will not be paid for any work performed before the Part-Time Agreement has been completed and approved by a supervisor and the Vice President responsible for that department. It is important that the agreement is completed at least a week before the employee actually begins work.  

3. The top portion of the Agreement must be completed by the employer or employee’s supervisor.  Please be sure to list duties of the employee as well as the department in which they are working.  Also, be very specific about all compensation, pay schedule and all account numbers to be charged.
4. The Base Amount to be paid (i.e. hourly rate times hours worked) to the employee is to be listed on the form.  The amount of Social Security must also be figured and shown separately on the form, since Social Security paid for an employee comes out of the department’s operational budget.  The total of those two figures will let supervisors know the actual amount that will be coming out of the department’s budget to pay the employee.  If the employee is to be paid a salary amount instead of an hourly amount, then Social Security will come out of that salary figure.  Check with the Payroll Benefits Coordinator (434.791.5613) if assistance is needed with computing the Social Security amount.   
5. Make sure the part-time employee reads carefully, completes all information requested and signs the ‘Agreed and Accepted’ section of the Agreement. The person requesting the employee must then sign below the part-time employee’s signature.

6. All Part-Time Employment Agreement forms must be approved by one’s supervisor and/or the Leadership Team member for the respective department.

7. If a part-time employee should cease to work before the ending date on his/her contract, the department requesting the part-time employee must notify immediately the Payroll Benefits Coordinator.  Graduate Assistants and/or their immediate supervisors must notify the Student Accounts Office of either the traditional or non-traditional programs of their separation from employment and their employment contracts.

8. Completed Agreements with signatures must be submitted to the VP of HR for final approval.
9. The Payroll Coordinator will email the supervisor and the part-time employee once the agreement is approved by the Vice President of Human Resources (VP of HR).  The original copy of the Agreement will be kept on file in the Payroll office.
10. All employees of Averett University must complete a Direct Deposit Enrollment form as a requirement of employment.  The university does not process paper checks for payroll.
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