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                        College of Dentistry

TEAMS/USPS Exempt and Non-Exempt Hire Checklist

Position #: ____________________      	Annual Salary: ____________________
Name of Hire: _________________      	UFID: ____________________________
Hire Date: _____________________     	Pay Plan: _________________________
Contact Name: _________________     	Contact #: ________________________ 

	Dept.
	Dean’s
	N/A
	Required Steps and Forms

	

	

	

	Disclosure of relatives employed at UFCD (Nepotism Letter) 
**Dean’s signature/approval required prior to offer**

	

	
	
	Complete Interview Steps in GatorJobs
Contact CHR office prior to making job offer

	

	
	
	Education Verification 
(Completed by HR recruiter; contact 352-392-2477)

	

	
	
	Experience Verification (Conduct reference checks, verifying at least the minimum requirements of position)

	

	
	
	Background Check Request Form	
Date cleared: _________

	

	
	

	Health Assessment/HAMS requirement	
Date cleared: _________ (clearance one day prior to start date)

	


	
	


	HIPAA Release Form 
(Employee completes and takes to HAMS appointment)

	

	
	

	Patient Contact Form


	

	
	

	Contact with Human Blood Form 
(Bloodborne Pathogen Training)

	

	
	

	Animal Contact Form
(Renewal exam every three years)

	

	
	

	If Hiring a Foreign National: 
Complete Foreign National Tax Information Form and other appropriate documents as indicated by VISA type at: UFIC  
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	Selective Service Verification (for males between the ages of 18-26 years)

	

	
	

	Copy of required license, CPR certification, typing test or other position requirements

	

	
	
	Complete Human Resource Services Hire Checklist


	

	
	
	Copy of driver’s license and Social Security card and other acceptable I-9 documents

	x

	
	x

	Disclosure of Outside Activities Form     
[bookmark: _GoBack]

	

	
	

	Time-Limited Letter or other special status letter


	

	
	
	ePAF initiated in PeopleSoft once paperwork has been completed (Must enter within three days of hire date to meet E-Verify requirements)

	
	

	
	Link employee’s “Network Managed By” field to correct Department ID in UF Directory

	

	
	
	Contact Information Systems to set-up Outlook email account and email distribution lists (DN-Staff, DN-Everyone, etc.) at: help@dental.ufl.edu

	

	
	

	Set up GatorLink Account
(N/A only if UF transfer)

	

	
	
	Gator 1/UFID Badge
Call 392-8343 for HSC schedule

	

	
	
	Schedule portrait appointment with BMS Services (or, department may take digital photo)
Email digital image to Dean’s Office (mlong@dental.ufl.edu)

	

	
	

	Obtain parking decal through Transportation and Parking Services 

	

	
	

	Request appropriate PeopleSoft security roles


	

	
	

	Set up office area and/or lab space prior to employee’s arrival and order name plate and business cards



	Dept.
	Dean’s
	N/A
	Required Training

	

	

	
	Confidentiality Statement
(within five days of hire)

	

	

	
	HIPAA Compliance (within five days of hire) General Awareness Training OR HIPAA for Researchers

	

	
	
	Enroll in mandatory UFCD New Staff Orientation 


	

	
	

	Enroll in mandatory UF New Employee Orientation
(N/A only if UF transfer)

	

	
	

	Preventing Sexual Harassment Training
(N/A only if UF transfer)

	

	
	

	Protecting Social Security Numbers Training


	

	
	

	Red Flag Rules Training


	

	
	

	FERPA Basics: Student Records Training


	

	
	

	Review Pro3 Series Training, Supervisory Challenge Training and other UF Training courses

	

	
	

	RAC Compliance Certification
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