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OPS (Adjunct) Faculty Checklist


Name of Hire: ________________________         Salary Per Annum: _____________________
UFID: _______________________________        Effective Date: ________________________
Contact Name/#: _______________________       Title: ________________________________
Position #: ____________________________       Degrees earned: _______________________

What to do before faculty begins:

COMPLETED BY:
N/A   Dean’s     Dept.

           Office      
         □       □      Letter of Offer (Approved by Dean’s Office) 
□       □       □      Disclosure of relatives employed at UF (Nepotism letter) 
                           **Dean’s approval required prior to offer**                                                                              
□                □      VISA requirement; please refer to IFSS within the UF International Center     

                           (Foreign National Tax Information form and Tax Treaty forms if applicable)                                                                                                   
□                □      Selective service verification (for males between the ages of 18-26 years)
□      □      
   Background Check Request

   Date cleared: ____________
□                 □     Health Assessment (HAMS) requirement


   Date cleared: _________ (must be 1 day prior to start date)
□                 □     HIPAA Release Form (accompanied with employee to physical)

□                 □     Patient Contact
□                 □     Human blood contact form (Bloodborne Pathogen Training)

□                 □     Animal contact                                                                                                   
                  □      (3) Letters of Recommendation-Letter of Transmittal may substitute
                           Degree confirmation/official transcripts (new faculty sends a written request to       

                           the institution)

                  □      Copy of Curriculum Vitae
□      □                Application for teaching permit and NPI number, if applicable

                  □      Form 270-Biographical Information Sheet
□      □                Disclosure of Outside Activities Form
        □                Form 250-Faculty Personnel Transaction Form     
                  □      Payroll forms (W-4, I-9, 4-in-1 Loyalty Oath, Emergency Contact, and
  Direct Deposit Form)
                  □      (2) Copies of driver’s license and Social Security card, and/or other acceptable  

                          documents per I-9 form (listed in sections A, B, C)
        □                ePAF initiated once appropriate paperwork has been forwarded to Dean’s office

                  □      FICA Alternative Enrollment Form
                  □      Contact IS to set-up GroupWise email account and email distribution lists   

                          (%Faculty, %Faculty_ Female, %Everyone, etc.) at: help@dental.ufl.edu
                  □      Set up GatorLink account
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What to do after faculty begins (to be completed within 5 days of start date):
COMPLETED BY:
N/A   Dean’s     Dept.

           Office         
                  □      Confidentiality Statement

                  □      HIPAA Compliance/General Awareness Training

        □                Relate new faculty to the appropriate department in UF directory
        □                Add to Dean’s office spreadsheet
                  □      Gator One/UF ID Badge
                  □      Obtain parking decal through Transportation and Parking Services (TAPS)   
Resources:

College Human Resources for UFCD (CHR)

Office of Human Resource Services (OHRS)

International Faculty & Scholars Services (IFSS)

Health Assessment (HAMS) requirement
Transportation and Parking (TAPS)

University Payroll Services (Payroll Deadline Schedule)
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