Library Services

Request for Student Assistant Annual or Merit Increase

Date _____________

Student Name __________________________​​​______________________________

Social Security Number ________________________________________________

Department _____________________________
Section ___________________

Date of initial hire _____________________________________________________


Current Job Title ______________________________________________________

Current Class ___________________
Date of current class ________________

Current Step  ___________________
Date of current step  ________________

I. To be eligible for an annual increase of the assigned class, a student must:

A. Have completed twelve (12) months of services from the date of initial hire or last merit increase or promotion

AND

B
Have worked a minimum of 400 hours (approximately two semesters) since the date of initial hire or previous promotion



AND



C
Not be at the last step of the assigned class

II
To be eligible for Step 2 and increments beyond step 2 of the assigned class, a student must:

A
Have completed at least six (6) months of service from the date of initial hire or promotion



AND

B
Have worked a minimum of 400 hours (approximately two semester) since the date of initial hire or previous promotion



AND



C
Not be at the last step of the assigned class
A student can be advanced only ONE step at a time.  For merit increase, requirements in II apply.
The above student has performed duties satisfactorily

(Yes

(No

Approved by

Supervisor ________________________________

Date _______________

Department Head ___________________________

Date _______________
Revised 10/98


