New Person Checklist
	 
	Documents
	Employee
	Student
	Guest 
Lecturer
	Consultant
Indep Contract.
	Volunteer
	Interns

	 
	RIGHT SIDE OF PERSONNEL FILE
	 
	 
	 
	 
	 
	 

	 
	CV or Resume ®
	x
	 
	x
	x
	 
	x

	 
	Employment Application & Consent (R)
	x
	x
	 
	 
	 x
	x

	 
	Job Offer/Contract Fully Executed (R) 
	x
	 
	x
	x
	 
	x

	 
	WA State Patrol Background Check Online (R)
	x
	 
	 
	 
	x
	x

	 
	Certiphi Background Check Online (R)
	x
	 
	 
	 
	 
	 

	 
	Acknowledgements ®:  SH, Confidentiality, OPP, Handbook, Job Description, Direct Dep, Intell Prop, Copyright, Photo/Video Release
	x
	x
	CON/HAR
	CON/HAR
	x
	x

	 
	Safety Training/BBP & Haz Comm/Evac Plans (R)
	x
	x
	 
	 
	[bookmark: _GoBack]x
	x

	 
	Copy of Licensure and Verify Online if Applicable (R)
	x
	 
	 
	 
	 
	 

	 
	Certification Documentation & Verify Online (R)
	x
	 
	 
	 
	 
	 

	 
	Malpractice Insurance Certificate -Practicing Doctors (R) 
	x
	 
	 
	 
	 
	 

	 
	Driver’s Check if Applicable
	x
	 
	 
	 
	 
	 

	 
	Background on Financial Aid Default (FA Only)
	x
	 
	 
	 
	 
	 

	 
	LEFT SIDE OF PERSONNEL FILE
	 
	 
	 
	 
	 
	 

	 
	Staffing Request Pre-Approval  (L)
	x
	 
	
	x
	 
	x

	 
	W4 (L)
	x
	x
	 
	 
	 
	x

	 
	Employee Data Sheet – Signed – Copy to Payroll (L) 
	x
	x
	 
	 
	 
	x

	 
	HANDOUTS/SCHEDULING
	 
	 
	 
	 
	 
	 

	 
	HO Health Benefit Summary & SPD
	x
	 
	 
	 
	 
	 

	 
	HO Employee & Faculty Manual
	x
	 
	 
	 
	 
	 

	 
	HO University Pin, Commitment & Mission
	x
	 
	 
	 
	 
	 

	 
	HO Org Charts & Photo Rosters
	x
	 
	 
	 
	 
	 

	 
	HO United Way & University Pledge
	x
	 
	 
	 
	 
	 

	
	HO FERPA
	x
	
	
	
	
	

	 
	Picture Appointment 575-1555
	x
	 
	 
	 
	 
	 

	 
	Applicable Training Scheduled
	x
	 
	 
	 
	 
	 

	 
	Meet with Security
	x
	 
	 
	 
	 
	 

	 
	Facility Tour
	x
	 
	 
	 
	 
	 

	 
	TO PROCESS & ENTER
	 
	 
	 
	 
	 
	 

	
	Enter in GS and Train if Applicable
	x
	
	
	
	
	

	 
	BD Calendar
	x
	 
	 
	 
	 
	 

	 
	DSHS New Hire Reporting Online
	x
	 
	 
	 
	 
	 

	 
	Introduce New Hire via Email
	x
	 
	 
	 
	 
	x

	 
	Access & Badge Request via Email
	x
	 
	x
	x
	x
	x

	 
	Add to Payroll Register
	x
	x
	 
	 
	 
	x

	 
	Enter in GP*
	x
	x
	 
	 
	 
	x

	 
	Scan CV to E-File
	x
	 
	 
	 
	 
	 

	 
	Scan Executed Contract to E-File
	x
	 
	 
	 
	 
	 

	 
	Scan Board Certifications to E-File
	x
	 
	 
	 
	 
	 

	 
	Complete & Scan I-9 to E-File
	x
	 x
	 
	 
	 
	x

	 
	Complete & Scan Reference Verification (I-9 E-File)
	x
	 
	
	
	x
	 

	 
	Complete & Scan Interview Sheet (I-9 E-File)
	x
	 
	 
	 
	 
	 

	 
	Complete & Scan Self Identification Form (I-9 E-File)
	x
	x
	 
	 
	 
	 

	 
	Complete "hired" on posting list
	 x
	 
	 
	 
	 
	 

	 
	Verify Salary Range
	 x
	 
	 
	 
	 
	 

	 
	Update Photo Chart & Website
	 
	 
	 
	 
	 
	 

	 
	Update Org Chart
	 x
	 
	 
	 
	 
	 

	 
	Drug Screen (Benefits E-File)
	x
	 
	 
	 
	 
	 

	 
	Health Benefit Enrollment in GP & Online (Benefits E-File)
	x
	 
	 
	 
	 
	 

	 
	Dental Enrollment in GP & Online (Benefits E-File)
	x
	 
	 
	 
	 
	 

	 
	Unum Life/LTD/ADD in GP & Online (Benefits E-File)
	x
	 
	 
	 
	 
	 

	 
	Retirement in GP & Via Email (Benefits E-File)
	x
	 
	 
	 
	 
	 

	 
	NON EMPLOYED PERSONNEL
	
	
	
	
	
	

	 
	W9
	 
	 
	x
	x
	 
	 

	 
	Volunteer Application
	 
	 
	 
	 
	x
	 

	 
	Volunteer P&P Acknowledgement for SP's
	 
	 
	 
	 
	x
	 

	 
	Copy of Worker's Comp Insurance
	 
	 
	 
	x
	 
	 

	 
	Copy of Liability Insurance = $1m or more
	 
	 
	 
	x
	 
	 

	
	
	
	
	
	
	
	

	 
	*GP Checklist
	
	
	
	
	
	

	 
	Employee ID, Class ID, Name, SSN, Hire Date, SUTA State, Worker’s Comp State, Employment Type, Address, Phone, Division, Dept, Position, Location, 
	
	
	
	
	
	

	 
	Birth Date, Gender, Ethnic Origin, Work Hours Per Year, Appointment
	
	
	
	
	
	

	 
	SMS and Email, Emergency Contact
	
	
	
	
	
	

	 
	Emergency Contact
	
	
	
	
	
	

	 
	License # and Expr. Date, Cert and Expr. Date, Salary Review Date, Credentials, Reports to FTE, Contract Expr. Date
	
	
	
	
	
	

	 
	Faculty Adequency Stats
	
	
	
	
	
	

	 
	Pay Codes and Rates
	
	
	
	
	
	

	 
	User Defined Fields(Title/Fac/Staff/Outside Employ/Teaching Expr)
	
	
	
	
	
	

	 
	URP Elig Date
	
	
	
	
	
	

	 
	Health Enrollment
	
	
	
	
	
	

	 
	Life, Ad&D and LTD
	
	
	
	
	
	

	 
	URP & 403b
	
	
	
	
	
	

	 
 
	Attendance Time Codes: Paycode 1st, Timecode (ee attendance maint) 2nd
	
	
	
	
	
	

	
	Correct Paycodes: SH, VH, SIC PT, VAC PT, VACSL, SICKS
Correct Timecodes: SH, VH, SICPT, VACPT, VACSL, SICKS
Correct Accruals:  SIC FT, SIC PT, VAC PT, VAC FT
	
	

	
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	
	
	



