Step-by-Step New Hire On-Boarding Process

The information below has been provided as a step-by-step roadmap of what procedures need to be completed before a new employee can be brought on board with the University of Houston.  Please read the following instructions and use the provided links to access tools that can help this process go more smoothly.
1. Once you have completed all your interviews and have selected the candidate you would like to hire, a minimum of 2 work-related reference checks should be performed on the prospective candidate.  If the candidate is an internal hire, please check their personnel file and conduct a reference check with their current department or college.  Please use the following link to access a copy of an employee phone reference form:

http://www.uh.edu/admin/hr/HRFORMS/ReferencingCheckingForm.pdf
2. After checking references, the next step is to complete the Request for Offer (RFO) in the Online Job System (OJS) and submit the RFO through the approval chain within your department or college.  To do the RFO, you will need to contact your Employment Representative to close the posting and you will need to move your first choice candidate to “Selected Applicant.”  Reminder: only the assigned Requestor will be able to complete the RFO.  The RFO approval process is stated below:

a. For all RFO’s, if there are no salary exceptions:

Requestor ( Department ( College/Division level approvals ( HR Employment for approval

b. If there are salary exceptions stated on the RFO:

i. For colleges:  Requestor ( Department ( College level approvals ( Craig Ness ( Compensation ( HR Employment

ii. For departments:  Requestor ( Department ( Division level approvals ( Compensation ( HR Employment
3. Once you have submitted the RFO for approval, go into OJS and change the status of the remaining applicants.  The applicant you are interested in has already been changed to “Selected Applicant.”  The remaining applicants will be changed to “Interviewed, Not Hired”, “Not Interviewed, Not Hired”, or (for your 2nd and 3rd choice candidates) “Interview Decision Pending”.

4. For security sensitive positions, an Authorization to Conduct a Criminal History Record Investigation (CHRI) form must be completed by the candidate.  It is our recommendation that you ask all candidates when they are here for their interviews to complete the CHRI.  That way, there is no delay when trying to process the form later.  Security sensitive positions can be defined as positions that (MAPP policy 02.03.05):

· Handle currency;

· Have access to confidential information and/or have the capability to create, delete, or alter records in any of the university student, financial, personnel, payroll, or related computer databases or in research databases that may contain trade secrets;

· Have routine access to building master control and key systems;

· Are responsible for the care or instruction of children; or

· Work in an area designed as a security-sensitive area.

Once the candidate of your choice has been selected, their CHRI is submitted to HR for processing.  Be sure to hold onto your 2nd and 3rd candidates CHRI’s just in case your first candidate’s CHRI results come back positive (results with a criminal record).  Results must be received before making the offer to your chosen candidate; however, steps 2 and 4 should be performed simultaneously.  Once the results of the CHRI have been received and the RFO has made it through the approval process, you may extend the offer to your selected candidates.

Contingency offers:  If the CHRI process will impede or hinder your ability to hire a highly desirable candidate, you may extend an offer contingent upon a clear CHRI result.  Please do this ONLY after you have discussed it with your Employment Representative.

If your CHRI comes back positive, you have 3 options:
· You may have your Department Chair or Director appeal the decision to HR

· You may complete an RFO and conduct a CHRI for your 2nd choice candidate

· Repost the position

5. Ensure that the offer is extended and accepted in writing.  Please keep a copy of the signed letter of offer to be submitted with the new employee’s Personnel Action Request (PAR). The following link will take you to an electronic copy of an offer letter that may be used and  signed by both you (the hiring party) and the selected candidate:  

http://www.uh.edu/admin/hr/HRFORMS/Offer.doc
6. Once the offer has been accepted and received in writing, you will need to go into OJS and change the new employee’s status from “Selected Applicant” to “Offer Accepted”.  You will also need to dispense the remaining applicants, if any are remaining, so that they receive notice that the position has been filled.  All positions should be filled in 60 days.  If your position exceeds this timeframe, please contact your Employment Representative.

7. Now that the new applicant’s status has been updated and the remaining applicants have been dispensed, a PAR should be completed and sent to Human Resources Information Management (HRIM), room 347 McElhinney Hall along with a copy of the signed offer letter.  This form can be found by going into PeopleSoft and selecting the “Forms” link.  Please note:  the Personal Data Sheet no longer needs to be filled out by the hiring department.
8. The final step in the New Hire process will be for you to register your new employee for R.O.A.R. (Registration Orientation and Review).  The Personal Data Sheet and Section 1 the Employment Eligibility Verification form (I-9) should be completed by the newly hired employee prior to R.O.A.R and brought with them to turn in to the Human Resource presenter.  Please do not complete these pieces in your department.  
IF your new hire is not able to attend R.O.A.R on the first day of employment, please have them come to the Employment Office (347 McElhinney Hall) to complete their new hire paperwork (Personal Data Sheet and I-9).  If your new hire’s first day of employment is not on a Monday, then sign them up for the following Monday’s R.O.A.R. and their new hire paperwork will need to be completed either in your department or in HR.  Please feel free to use the link below to access our R.O.A.R. webpage:
http://www.uh.edu/admin/hr/employment/roar.htm
9. If the offer is declined after a PAR is submitted, please contact your HR Employment Representative.
Any delayed paperwork may effect your new hire’s first day of employment.  Delayed paperwork can be very detrimental to your new hire’s employment and reflect poorly on the University of Houston.  Delayed paperwork can affect: e-mail setup, PeopleSoft setup, telephone setup, computer access setup, medical insurance, can create retirement issues, and the timely receipt of their paycheck.  If your new employee will be unable to attend R.O.A.R. on the first day of employment, they may be directed the HR office (347 McElhinney Hall) to complete their Personal Data Sheet and I-9.  In order to remain compliant with federal regulations, we must have the new employee’s I-9 within the first 3 days of employment or the employee can be subject to termination.
In summary, the documents that need to be submitted to HR in hardcopy form before the new employee’s first day of employment are:

· The PAR

· A copy of the offer letter (attached to the PAR)

If you have any questions or concerns with these procedures please contact your Employment Representative or HR Generalist.
