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    Employee Onboarding Verification

INSTRUCTIONS FOR USE
Posted Staff Positions (Including temporary positions posted through HR):
After an offer has been approved by HR, extended to the candidate and accepted, the Employee Onboarding Verification should be completed and sent to HR with a copy of the offer letter and ALL completed Applicant Evaluations. 
When completing the Onboarding form, personal identifying information will need to be collected from the candidate by the hiring manager for applicants NOT currently employed with the University. (NOTE: This information can only be requested after the offer has been accepted.) Collecting this identifying information is important in that it gives us the information we need to conduct a pre-employment criminal background check as well as the Post-Offer Pre-Employment Testing for those titles currently affected.

For Posted Staff Positions and Posted Temporary Positions, the following sections on the Onboarding form must be completed (section labels are located in the lower right hand corner of each data box):

· A1

· A2

· A3
· A4 (Only if this position falls under POET guidelines)
· Signature Box

Note: Incomplete forms or outdated versions may be returned to the hiring department.

Non-Posted Staff Temporary Positions
Once an offer has been extended and the temporary candidate has accepted, the Employee Onboarding Verification form and the other “New Hire” paperwork (PAF, PDF, Appointment Notification, W-4, City Earnings Tax Form, Direct Deposit Form, and I-9) should be completed and sent to Human Resources. A copy of an offer letter for a temp employee working more than 30 days should be included.
When completing the Onboarding form, personal identifying information will need to be collected from the candidate by the hiring manager for applicants NOT currently employed with the University. (NOTE: This information can only be requested after the offer has been accepted.)  Collecting this identifying information is important in that it gives us the information we need to conduct a pre-employment criminal background check as well as the Post-Offer Pre-Employment Testing for those titles currently affected.

For Non-Posted Staff Temporary Positions, the following sections of the Onboarding form must be completed (section labels are located in the lower right hand corner of each data box):

· A1

· A3
· A4 (Only if this position falls under POET guidelines)
· Signature Box
Note: Incomplete forms or outdated versions may be returned to the hiring department.

Student Worker Positions

This form is not currently required for student workers.
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    Employee Onboarding Verification

	White section (LEFT side) completed by Hiring Manager 
	Shaded section (RIGHT side) completed by HR

	New Hire Legal Name:      
Employee ID (Transfers, Promotions, Rehires):      
Home Address:      
                                                                                                A1
	Requisition Number:       

Original Post/Open Date:      
Recruiter Name:      
                                                                                                        

	Job Code:       Job Title:        
PeopleSoft Department Name:       (ex: SHUMNRES)   

Work (Campus) Address:       (ex: 211 GSB)   

Reports to:         
Reports to Position #:       (00012345, not an EMPLID)      
MO Code(s) & Percentage(s): 

     ,        FORMTEXT 

     
%   ,  
     ,        FORMTEXT 

     
%   ,  
     ,        FORMTEXT 

     
%   ,  
Pay Rate:         FORMCHECKBOX 
  per Month
 FORMCHECKBOX 
  per Hour

Shift Differential (If Applicable):                                         A2
	SSN (New Hires/Rehires):          

Birth Date (New Hires/Rehires):      
                                                                             

	
	FLSA Classification:      
Job Classification:      
Salary & Wage Acct:      
Position Number:      


	
	CBC Type:   FORMCHECKBOX 
  Hire   FORMCHECKBOX 
  Transfer   FORMCHECKBOX 
  N/A     
Date Completed:      
Flagged Record:  FORMCHECKBOX 
 Yes (copy in file)   FORMCHECKBOX 
  No  

	Start Date:      
Select one:

 FORMCHECKBOX 
  Full-Time
 FORMCHECKBOX 
  Part-Time 

FTE Equivalency (1%-100%)


Select one:

 FORMCHECKBOX 
  Regular (Non-Temporary)    FORMCHECKBOX 
  Temporary     FORMCHECKBOX 
  Contract


Select one:

 FORMCHECKBOX 
  Promotion    FORMCHECKBOX 
  Transfer    FORMCHECKBOX 
  New Hire    FORMCHECKBOX 
  Rehire                   A3
	Orientation:

With few employees who would attend a New Employee Orientation during the current hiring freeze, we are currently working on a web-based version of the orientation. However, new employees must come to Human Resources on the morning of their first day to complete their paperwork and to make sure they have a preliminary understanding of the University. They will also meet with Benefits Office staff to get information necessary to enroll in benefits programs within their first 30 days.


	Manager Notes:      
	

	Post Offer Employment Testing (POET)

Has a POET instruction letter been provided to the employee?

 FORMCHECKBOX 
  YES 

       If YES, Provide New Hire Phone #: 
 FORMCHECKBOX 
  Not Applicable 
                                                                                                                   A4
	Additional Notes:      
	

	Hiring Manager (Signature Required):
	Date:
	HR (Upon Receipt):
	Date:


 Instructions: After an offer has been approved by HR, delivered and accepted by a candidate; the hiring manager completes the white sections below. An offer of employment is contingent upon the results of a Criminal Background Check, and in some instances, POET. Negative results may result in an offer being rescinded. Return this completed form to HR with all other new hire documentation as appropriate.  See instructions attached.
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