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Questions about this form?  Contact HRS Staffing & Recruitment

E-mail: employment@uchicago.edu 



HRS New Hire Checklist for Staff Positions

This checklist was created to provide assistance when closing a requisition.  The following documents MUST be forwarded to HRS – Records Administration before an employee is entered into the payroll system.
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U of C Profile
· To be printed from UChicago Jobs.

· Employee must sign the profile statement at the bottom of the form.
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Employment Survey

· The Employment Survey can be found at: 

· http://hrservices.uchicago.edu/fpg/forms/staffing/EmploymentSurvey.pdf  
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Employment Eligibility Verification Form (I-9)
· Non-US citizens are required to complete an Alien Information Request Form (UPP 192) and forward the original and supporting documents directly to Payroll Services.
· Section 1 is to be completed at the time of hire, which is the actual beginning of employment.  Additionally, the I-9 is to be completed in its entirety within three days of employment.
· Attach the completed original Employment Eligibility Verification Form (I-9) along with photocopies of supporting document(s).

· Incomplete or incorrect I-9’s will be returned to departments for correction.  This may delay the new employee being paid.

*Note*: Employees rehired after termination are required to complete a new I-9 form.

· The form can be found online at: http://hrservices.uchicago.edu/fpg/forms/staffing/EmploymentEligibilityVerificationI-9Form.pdf
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Tax Forms
(
Federal W4 and State W4 forms should be sent directly to Payroll Services
· The state and federal tax forms can be found at 

http://adminet.uchicago.edu/adminforms/forms-index.shtml#W
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UChicago Time Multiple Action Form
· The form can be found at http://hrservices.uchicago.edu/fpg/forms/records/UCTimeMultipleActionForm07162010v1.pdf
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Compliance Form

(    All BSD Employees provide the signed authorization form and report.


(    If applicable, please contact BSD/HR at 702-3054 to obtain these forms.
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Background Check Release Form

(    Submit the original, signed background check release form.
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Vehicle Use Acknowledgement Form

(    For employees driving a University-owned vehicle.

(   The form can be found online at http://hrservices.uchicago.edu/fpg/forms/staffing/VehicleUseAcknowledgementForm.pdf 

New Hire Procedures

New Hire Forms Deadline

(
All paperwork for biweekly employees should be forwarded to HRS Records no later than the second Tuesday of the current pay period.  Please see the Payroll deadline website for more information.

(
All paperwork for monthly employees should be forward to HRS Records no later than the published Monthly Forms Deadline schedule.  Please see the Payroll deadline website for more information.

University of Chicago ID Cards

· Staff new hires should obtain a UChicago ID Card from the ID & Privileges Office located in the Regenstein Library, Suite 100F. For more information, call (773) 702-3344 or visit http://ipo.uchicago.edu/.
· Newly hired University employees in the Biological Sciences Division (BSD) may require a Medical Center identification badge. In order to schedule an appointment with Occupational Medicine you must complete the Drug & Health Screening request form on the BSD HR website, http://hr.bsd.uchicago.edu/. Any necessary screenings are provided at no cost to the employee. [image: image9.png]
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