
TO THE HIRING SUPERVISOR,


EXTENDED UNIVERSITY
Here are the procedures to follow to fill a vacancy at your Center:

1.  As soon as you have been notified of an upcoming vacancy, go to the University’s Web page and print out a Hiring Guidelines packet for Extended University hirings.  This includes the necessary forms and instructions to begin the hiring process, and all supervisors are expected to follow the proper procedures outlined.

2.  When the steps in the hiring process have been completed and a candidate has been approved for hire, schedule an orientation meeting on or before the new employee’s first day.  This orientation must be scheduled in advance to ensure that all information is ready and available for the new employee.  Contact the Payroll/Benefits Office on the Fayette Campus so that a new employee benefit packet can be sent to the Center or to the new employee for completion on or before the new employee’s start date.
3.  Advise the new employee to bring along the documents for completion of the I-9 Form.  The most commonly used documents are the driver’s license and a valid Social Security card.  For individuals who are not citizens of the United States, other work authorization documents may be required.  Acceptable documents are listed on the back of the I-9 Form.  Employees without a properly completed I-9 Form cannot begin working.  Supervisors who permit an individual to begin working without a completed I-9 Form are in violation of the Immigration Reform and Control Act of 1986 and may be subject to disciplinary action.

New employees will also be required to complete a Federal W-4 Form and the appropriate state W-4 Form.  Full-time employees will also complete forms to enroll in health and life insurance plans outlined in the “Major Fringe Benefits” section of the Handbook for Administration and Staff.

4.  Request the following items prior to the new employee’s start date:

a.  Keys.  Request approval for building/room keys from the appropriate regional director, who in turn approves the issuance of keys. 
b.  Computer Services.  Submit requests for obtaining passwords, access to Jenzabar, e-mail accounts, and equipment to the Computer Services Team.  

c.  Center Orientation.  On the new employee’s first day, provide for a tour of the Center to familiarize him/her with the location of other offices, classrooms, and other facilities.  Introduce the new employee to other employees with whom he/she will be working on a regular basis.

d  E-Mail “Introduction”.  Send an e-mail announcing the new hire to the University community.  Provide the new employee’s extension and e-mail address.

When an employee resigns:

1.  Notify the Payroll/Benefits Office as soon as a resignation is received and forward a copy of the resignation letter to that office.

2.  Complete an “Employee Exit Checklist” with the employee on his/her last day of work.  Make sure that all keys and university equipment are turned in, and make sure that the employee informs the Payroll/Benefits Office of a forwarding address, arrangements for the final paycheck, and whether or not to continue the health insurance under qualifying COBRA eligibility.

3.  Turn in keys to the Center Coordinator for inventory.  Notify the computer services team of the employee’s name and department and whether any equipment needs to be removed.  

4.  If the employee has been employed for more than six months and is requesting pay for unused vacation days, forward documentation of the number of days remaining to the Payroll/Benefits Office.

Contact the Payroll/Benefits Office if you have any questions about any of these procedures.

