
Print on Yellow         Pin#______________________ 
 

University of Wisconsin-Stout 
ES5:  Recommendation for Unclassified Employment 
All information on this form must be completed in order to generate a contract 

Initial Appointment  Recruited Appointment   Reappointment 
Note:  Completed copies of all Employment Systems Forms (ES1-5),  

transcript if available, job description and current resume must be attached 
 

Demographic Data: 
1.  Legal Name:  ____________________________________________ Birthdate:_____________  Gender:____________ 
     Social Security Number:  ________________________________________________________  
2.  Home Address:  ________________________________________________________________ Phone:  ____________ 
3.  College or Division  ________________________________Department or Unit________________________________ 
4.  Campus Work Address:  ____________________________________________________________________________ 
                                                         Building                                           Room #                                                Phone # 
5.  Name of Immediate Supervisor:  ______________________________________________________________________ 
6.  Educational Prep Code Rating:  _______________________________________________(N/A for grad assists) 
7.  Years of previous experience (initial hire only) (N/A for graduate assistant) 
     Teaching:      _____  UW-Stout         ____  University other than Stout          ____  Secondary          _____Elementary 
     Related Professional:  (see unclassified handbook for guidelines) number of years ________________ 
     Verification by:   Dean/Director____________________________________________________________________ 
 
 
Current Contract Information: 
8.  Appointment:       Academic   Annual 
9.  **Is renewal of this contract intended?    Yes    No 
10 **Will there be an evaluation period in the first two months of the initial employment period?  Yes   No 
11 **Requested beginning/ending dates of contractual employment: 
     _____________________________________________ through ____________________________________________ 
12 **Requested reporting date:  _________________________________________________________________________ 
13 Unclassified Title Name __________________________________________Budget Title Code____________________ 
 Probationary Faculty    Limited   Resident Grad Assistant  
         Fixed Term Acad Staff                  Adjunct Faculty             Grad Assist MN Resident   
      Probationary Acad Staff        Non Resident Grad Assistant   
      Academic Staff Rolling Horizon  Grad Assist International Student  
    If probationary, give years required to complete probationary period:  _________________________________________ 
    If probationary period is less than seven years, give rationale for shorter period: 
    _________________________________________________________________________________________________ 
14 If limited, please describe concurrent appointment, if appropriate (initial hire only): 
     ________________________________________________________________________________________________ 
15 CUPA Code Assignment (refer to National Survey Packet):  ________________________(N/A for grad assists) 
16** Specific conditions of employment to note on contracts:(eg: PhD required for tenure):  ________________________ 
___________________________________________________________________________________________________ 
 
 
Budget Information: 
17. **Total Fiscal Year FTE _______________________  **Working Percent within period        _____________________ 
18. Actual FY Salary Earned _______________________  Based on full-time salary of                _____________________ 
19. Account Number(s)         _______________________     _____________________             _____________________ 
      FY Dollars Used              _______________________     _____________________                _____________________ 
      FY FTE Used                   _______________________     _____________________                _____________________ 
 
To Be Completed by Human Resources Office: 
   Position #________________  Position #________________  Position #__________________ 
   Grad ___________________   Appointment _____________ 
    Ret Code ____________________ Prior Service  __________________________              Mo Base _______________ 
    Eligible _____________________ Newly Eligible _______Not Eligible _____________   SGL        _______________ 
                ICI          _______________ 
    LP _________________________ PATA _____________ Look Back ______________    UIA        _______________ 
 
**See Page 2 for explanation                                       ES5                                                                                   June 2005 



 
 
 
*Recommended by:    _______________________________________________________________________________ 

Department Chair       Date 
 
*Recommended by:   ________________________________________________________________________________ 
   Dean/Appropriate Administrator     Date 
 
*Approved by:         ________________________________________________________________________________ 
   Division Administrator      Date 
 
 
*If candidate is split between divisions, both administrators and both deans must sign. 
 
----If appointment is (1) Probationary Faculty; (2) Limited; (3) Probationary Academic Staff; or (4) Start of Rolling 
Horizon, then must be approved by the Chancellor 
 
----If international hire is made, contact Human Resources for completion of the U.S. Department of labor, Labor 
Condition Application for H-1B Nonimmigrants 
 
 
Approved by:           ________________________________________________________________________________ 
   Chancellor       Date 
 
 
**9 “Is renewal of this contract intended?”  A “no” response means that the statement  “a renewal of this contract 
 is not intended,” will be included in the appointment letter issued to the individual.  With this statement in the 
 contract, no further notice need be given the person regarding the renewal or nonrenewal.  A “yes” response means  

that this statement will not be included in the appointment letter, and the usual notice of renewal or nonrenewal 
must be given to the person by the appropriate date for such notice, as specified in the  
“Faculty/Academic Staff/Limited Appointees Handbook.” 

 
**10 “Will there be an evaluation period in the first two months of the initial employment period?”  The purpose 
 for this question is contained in UW-Stout 10.03(1) in the “Faculty/Academic Staff/Limited Appointees  

Handbook.”  A “yes” response, indicating an initial evaluation period, means that dismissal during the evaluation 
period is not subject to UWS 11, which covers dismissal for cause. 

 
**11 “Requested beginning date of contractual employment.”  Beginning and ending dates of the contract are  

inserted here.  Note:  Beginning date of contractual employment is not always equivalent to the “Requested  
reporting date.” 

 
**12 “Requested reporting date.”  This may be different than the beginning date of the contract in some instances. 
 Examples include:  Employment for Semester II – The dates of contractual employment would be the entire  

semester II period (for instance, January 8, 1998 to May 24, 1992) but the employee may not actually report to  
work until the first day of classes (January 20).  In this example, January 20 would be the “Requested Reporting  
Date.” 

 
**16 “Specific conditions of employment.”  Include qualification requirements included in the vacancy announcement  

advertisements. Examples: PhD before tenure, certification in one year, etc. 
 

**17 “Total Fiscal Year FTE”  This is the proportionate amount of a full allocation which the individual will require.   
An individual who is working full time for the fiscal year will require a full 1.00 allocation.  FTE used may be  
calculated by dividing the “Actual Salary Paid” by the “Full-Time Base.” 

 
 **Working percent within period.”  During the time period the individual is to be employed, state the percent of  

time the individual will work.  An individual working full time will show as 100 percent.  A person working half- 
time will show as 50 percent. 
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