                      ROCKLAND COUNTY NEW HIRE/REHIRE PERSONNEL ACTION FORM                

	                                              SUBMITTING AGENCY:                                                                 Payroll #:     

	ACTION:   FORMCHECKBOX 
Hire REASON:  FORMDROPDOWN 
          FORMCHECKBOX 
Rehire  REASON:  FORMDROPDOWN 
       (See next page for reason code descriptions)     EFFECTIVE DATE:         

	PERSONAL DATA (To be completed by Employee)

	NAME:
	                     SOCIAL SECURITY NO:    -  -     

	Last:         First:         Middle Initial:  
	                     DATE OF BIRTH:      

	HOME ADDRESS:

	MAILING ADDRESS (if different from home address):

	STREET:      
	STREET:      

	CITY:          STATE:      ZIP CODE:            
	CITY, STATE, ZIP:      

	COUNTY:      
	

	TELEPHONE: Home:        Cell:       Other:      
	EMERGENCY CONTACTS:

	U.S. CITIZEN:   FORMCHECKBOX 
Yes    FORMCHECKBOX 
No  ALIEN REGISTRATION NO.      
	 1. NAME:       

	OPTIONAL:  List documents presented as proof of eligibility to work in U.S. 
	     Telephone 1.            FORMCHECKBOX 
Home       FORMCHECKBOX 
Cell       FORMCHECKBOX 
Business

	1.             2.      
	     Telephone 2.            FORMCHECKBOX 
Home       FORMCHECKBOX 
Cell       FORMCHECKBOX 
Business

	GENDER:     FORMCHECKBOX 
Male      FORMCHECKBOX 
 Female
	     Relationship:       

	MARITAL STATUS:     FORMCHECKBOX 
Single        FORMCHECKBOX 
Married       FORMCHECKBOX 
Divorced        FORMCHECKBOX 
Widowed
	2. NAME:       

	ETHNICITY:       FORMCHECKBOX 
Asian or Pacific Islander            FORMCHECKBOX 
Black          FORMCHECKBOX 
Hispanic   

                                                 FORMCHECKBOX 
White             FORMCHECKBOX 
American Indian/Native Alaskan
	     Telephone 1.            FORMCHECKBOX 
Home       FORMCHECKBOX 
Cell       FORMCHECKBOX 
Business

	EXEMPT VOLUNTEER FIREMAN:       FORMCHECKBOX 
Yes        FORMCHECKBOX 
No
	     Telephone 2.            FORMCHECKBOX 
Home       FORMCHECKBOX 
Cell       FORMCHECKBOX 
Business

	
	     Relationship:       


	JOB DATA (To be completed by hiring department)

	EMPLOYMENT TYPE:       FORMCHECKBOX 
Regular     FORMCHECKBOX 
Temporary     FORMCHECKBOX 
Student

                                                                    FORMCHECKBOX 
Relief        FORMCHECKBOX 
Term of Office
	CIVIL SERVICE STATUS:    FORMCHECKBOX 
Permanent*      FORMCHECKBOX 
Contingent Permanent*  

                  FORMCHECKBOX 
Temporary         FORMCHECKBOX 
Provisional       *Eligible List #:      

	POSITION INFORMATION:
	
	EMPLID:      

	JOB/TITLE CODE:         POSITION CONTROL #:      
	AGENCY INFORMATION:
	  FORMCHECKBOX 
Approved Vacancy Release

	TITLE:      
	AGENCY:      
	  FORMCHECKBOX 
Approved Application (PO21)

	EXPECTED JOB END DATE (if applicable):      
	DEPT/ORG:      
	  FORMCHECKBOX 
I-9 Employment Authorization

	PROBATION: START DATE:         END DATE:      
	LABOR UNIT:  FORMDROPDOWN 
      FORMCHECKBOX 
Non-union
	  FORMCHECKBOX 
Retirement Affidavit*

	SALARY INFORMATION:
	Retirement System Membership No.:      
	  FORMCHECKBOX 
W-4

	GR/B:        STEP:        HRLY/ANN RATE $     /     
	Retirement System Plan:      
	  FORMCHECKBOX 
Oath of Allegiance

	EMPLOYEE'S SCHEDULED HOURS:      Per Biweekly Pay
	Retirement System Tier :   FORMCHECKBOX 
I       FORMCHECKBOX 
II      FORMCHECKBOX 
III     FORMCHECKBOX 
IV
	  FORMCHECKBOX 
Employment Basics

	HOURS ESTABLISHED FOR POSITION:      Per Biweekly Pay
	Retirement System Membership Date:      
	*Required for all appointments; any appointment to  Full-Time Perm requires Mandatory Enrollment

	WORK SCHED:  FORMCHECKBOX 
 None (or check work days and shift)   FORMCHECKBOX 
M  FORMCHECKBOX 
Tu  FORMCHECKBOX 
W  FORMCHECKBOX 
Th  FORMCHECKBOX 
F  FORMCHECKBOX 
Sa  FORMCHECKBOX 
Su     SHIFT:  FORMCHECKBOX 
1   FORMCHECKBOX 
2   FORMCHECKBOX 
3  LUNCH BREAK:   FORMCHECKBOX 
30 minutes   FORMCHECKBOX 
60 minutes   FORMCHECKBOX 
None

	PAY LOCATION:                AUTOMATIC ACCRUALS:    FORMCHECKBOX 
Yes  FORMCHECKBOX 
No


	HIR
	ADL
	Additional Job
	To appoint an employee to an additional job.

	HIR
	AOT
	Against Other Title
	With approval from RC/DP, to appoint an individual to one title against a position in another title.

	HIR
	CP
	Contingent Perm
	To appoint an individual to the Civil Service status of “Contingent Permanent” from an Eligible List. (Indicate Eligible List Number on New Hire/Rehire form).

	HIR
	CST
	Civil Service Transfer
	To appoint an individual meeting the approved Civil Service definition of Transfer pursuant to RC Rule XVII.

	HIR
	PRM
	Permanent
	To appoint an individual to the Civil Service status of “ Permanent” from an Eligible List. (Indicate Eligible List Number on New Hire/Rehire form).

	HIR
	PRV
	Provisional
	To appoint an individual to the Civil Service status of “Provisional.” 

	HIR
	REI
	Hire-Rehire
	To be used for the rehire of a former employee who was not converted from AMS/BULL to Peoplesoft (i.e., an employee who terminated prior to date used for conversion).

	HIR
	RPR
	Relief – Permanent
	To appoint an individual to a Relief position in the Civil Service status of “Permanent.”

	HIR
	RPV
	Relief – Provisional
	To appoint an individual to a Relief position in the Civil Service status of “Provisional.”

	HIR
	RTP
	Relief – Temporary
	To appoint an individual to a Relief position in the Civil Service status of “Temporary.”

	HIR
	SVS
	Serves at the Pleasure
	To appoint an individual to a position where he or she serves at the pleasure of the County Executive.

	HIR
	TMP
	Temporary
	To appoint an individual to a temporary position or to an established position in the Civil Service status of “Temporary.” 

	HIR
	TOC
	Term of County Exec
	To appoint an individual to a position where he or she is appointed fro the same duration as the County Executive’s term of office.

	HIR
	TOF
	Term of Office
	To appoint an individual to a position with a term of office.

	HIR
	TRN
	Trainee
	To appoint an individual to a position as a Trainee.



	REH
	2PR
	Second Provisional
	To appoint an individual approved for hire in a second provisional appointment in the same title where a break in service has occurred.

	REH
	AOT
	Against Other Title
	With approval from RC/DP, to rehire an individual to one title against a position in another title.

	REH
	BMP
	Bump
	To rehire an individual following layoff pursuant to RC Rule XXVI and NYS Civil Service law.

	REH
	CP
	Contingent Permanent
	To rehire an individual to the Civil Service status of “Contingent Permanent” from an Eligible List. (Indicate Eligible List Number on New Hire/Rehire Personnel Action Form.)

	REH
	PRM
	Permanent
	To rehire an individual to the Civil Service status of “ Permanent” from an Eligible List. (Indicate Eligible List Number on New Hire/Rehire Personnel Action Form.)

	REH
	PLP
	PEL* Permanent
	To rehire an individual from a Preferred Eligible List (*PEL) in the Civil Service status of “Permanent.”

	REH
	PLT
	PEL* Temporary
	To rehire an individual from a Preferred Eligible List (*PEL) in the Civil Service status of “Temporary.”

	REH
	PRV
	Provisional
	To rehire an individual to the Civil Service status of “Provisional.” (Not to be used to denote a Second Provisional appointment.)

	REH
	REC
	Reinstate Contingent Perm
	With approval from County Personnel, to rehire an individual in the Civil Service status of “Contingent Permanent” to the same or similar title from which he/she terminated pursuant to RC Rule XVIII.

	REH
	REP
	Reinstate Perm
	With approval from County Personnel, to rehire an individual in the Civil Service status of “Permanent” to the same or similar title from which he/she terminated pursuant to RC Rule XVIII.

	REH
	RFP
	Relief Perm
	To rehire an individual to a Relief position in the Civil Service status of “Permanent.”

	REH
	RFT
	Relief Temp
	To rehire an individual to a Relief position in the Civil Service status of “Provisional.”

	REH
	RFV
	Relief Provisional
	To rehire an individual to a Relief position in the Civil Service status of “Temporary.”

	REH
	RTT
	Retreat
	To rehire an individual following layoff pursuant to RC Rule XXVI and NYS Civil Service law.

	REH
	SVS
	Serves at the Pleasure
	To rehire an individual to a position where he or she serves at the pleasure of the County Executive.

	REH
	TMP
	Temporary
	To rehire an individual to a temporary position or to an established position in the Civil Service status of “Temporary.” 

	REH
	TOC
	Term of County Exec
	To rehire an individual to a position where he or she is appointed for the same duration as the County Executive’s term of office.

	REH
	TOF
	Term of Office
	To rehire an individual to a position with a term of office.

	REH
	TRN
	Trainee
	To rehire an individual to a position as a Trainee.






































 REHIRE ACTION/REASONS














Signature of Appointing Authority 

 Date 


 Telephone Extension 

      V1.1
9/28/06

