CAREER EMPLOYEE HIRING CHECKLIST
Name _______________________________
Unit:_______________________________

Date of Hire: ________________________

PIE Deadline:__________________

PERSONNEL FORMS: 

_____Biography form (reminder about attaching a voided check or deposit slip)


_____Employment Eligibility Verification (I-9)


_____Demographic Data Transmittal Form


_____State Oath of Allegiance and Patent Agreement


_____UC Federal-State Withholding Allowance Certificate (W-4)


_____Employment Application form


_____Emergency Contact Information Form


_____Parking Application


_____Parking Payroll Deduction Form

EMPLOYEE BENEFITS: 


_____
Group Insurance Plan Booklet

_____
AD&D


_____
Medical




_____
Disability & Supp. Disability


_____
Dental





_____
Beneficiary Designation Online

_____
Vision





_____
Legal


_____
Life (Basic, Supplemental, Family)

_____
UCRP – 403(b) – DCP Booklet and Form

_____  Explain PIE and give PIE Chart





Other Information:

_____
Explain Online MyUCLA Timesheet


_____ 
Timesheet and Pay Schedule


_____
Monthly Working Hours Chart


_____
Comp/Overtime Time Form: Only for Non-Exempt Employees (Requires supervisor’s approval)


_____
Explain how to report personal data changes: name, phone, address, student registration,


 emergency contact, marital and dependent status changes

_____
Staff ID/Bruin card (Info on Bruin Card, 123 Kerckhoff x52336)

_____
Attend a Sexual Harassment workshop -- (Mandatory) 


(Go to CHR website – Training – for scheduled)  Date: 






_____
New Employee Orientation (2 hrs) --(Go to CHR website – Training – for schedule) 
By my signature below, the above information has been provided and/or reviewed with me.

_______________________________          __________

_____________________________          __________

Employee Signature

           Date
              
Personnel Dept. Signature             Date


