Shape Reference Key: A & P Hiring Flowchart U\g:’: Human Resources

Compensation- Rectangles
Recruitment- Hexagon
Records- Diamond For

Organizational Training & Development- parallelogram H iring Ma nage rS/H R L|a isons

UNIVERSITY OF CENTRAL FLORIDA

The Compensation process typically takes approximately 3-5 business
days to complete from the time the documents are submitted to HR
Compensation.

AA = Academic Affairs

PD = Position Description

Department determines if there is a
vacant position they can utilize to
reclassify a position vacancy

Department determines a new Department prepares Position

position is needed

Description (PD)

Utilize the appropriate form:

® Instructions: http://hr.ucf.edu/liaisons-
and-managers/compensation-
information/fags/position-description-
instructions/

® A&P Form: http://hr.ucf.edu/files/
AP_position_description.pdf

To ensure position number falls within Proceed to:
appropriate position number stream,
the department must determine
funding source budget entity

No Vacancy Vacant

e Non-AA: Contact e AAdepartments: Contact
Compensation Accountantin Academic Affairs
HR for new position number Administration for new

e Compensation will review position number
for available vacant position e AAwill review foravailable
numbers vacant position numbers
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http://hr.ucf.edu/liaisons-and-managers/compensation-information/faqs/position-description-instructions/
http://hr.ucf.edu/files/AP_position_description.pdf

Reference Key:

HM/SC = Department Hiring Manager/ Search Committee
Supplemental A&P hiring guide: http://hr.ucf.edu/files
AP_Hiring_Guide.pdf

Department submit a position
Compensation finalizes change ePAF to establish or
Position Analysis reclassify position
( Attach PD to ePAF)

Department submit
Preliminary Analysis
Request with a PD

To finalize appropriate
classification and salary

range IF
A 4
e To Compensation Department:
v comp@ucf.edu to determine

appropriate classification and
The position is already classified salary range

I correctly: No ePAF necessary and e A&P Pay Plan: Not available
Proceed to: requires no change in PeopleSoft

online: Available in Comp Analysis

HM waits for
approval from

Compensation approves
ePAF

HM Completes
Online Requisition

Recruitment

. ) - . . e Thevacancy will open on Friday and
e  Submitthe Online requisition at: www.jobswithucf.com/hr close on the following Thursday.
e Due by Wednesday at noon to be posted Friday e Thevacancy can be open longer as
e If the position has an incumbent who is vacating, a needed.
resignation letter should be emailed to e Applications are available for HM/SC
employment@ucf.edu to start the recruitment process to review as soon as the position is
e InternalJob Posting FAQs: http://hr.ucf.edu/files/Internal- posted.
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http://hr.ucf.edu/files/AP_Hiring_Guide.pdf
www.jobswithucf.com/hr
http://hr.ucf.edu/files/Internal-Job-Postings-FAQ.pdf

Suggested Turn in time: 14-30 Business Days

HM/SC complete reasons for
hires and non-hires (req. for all)
and search committee meeting

minutes and announcements

(if using a search committee)

HM/SC
Interviews
Candidates

HM/SC Screens Potential
Employees

e Must have adequate diversity

e Adequate diversity is defined as a
pool of candidates representing
both genders and at least two

e Mustinterview at least
3 candidates on-site

Complete using e Can do phone job- . )
PeopleAdmin (applicant related interviews for 1% dlfferent.ethnlc groups among
. otingd the candidates who meet
tracking system) qualifications.

e Directorlevel and up must use a
search committee

e  Search committee procedures:
http://eeo.ucf.edu/ssg4.html

HM complete A&P
Agreement Request
form and Employment
Certification form

HM/SC call
references of final
candidate(s)

HM make sure Hiring
Packet Checklist is
completed

e Mustcontact at least Recruitment will
two previous/current forward to HR e  A&P Checklist: http://hr.ucf.edu/
direct supervisors Compensation after files/AP-Hiring-Packet-Checklist.pdf
e Mustbe job related review e Reference check Procedure: http://
hr.ucf.edu/files/
ReferenceCheckingProcedure.pdf
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http://eeo.ucf.edu/ssg4.html
http://hr.ucf.edu/files/AP-Hiring-Packet-Checklist.pdf
http://hr.ucf.edu/files/ReferenceCheckingProcedure.pdf

7-10 business days

Wait for
Approval by
Compensation

Recruitment
Process

Recruitment conducts
Background Check

I generated fissued e  Recruitment verifies the
e Can call the selected e Criminal Background Check Procedures: Al >
candidate to discuss unofficial http://hr.ucf.edu/files/ bl pRfications,
offer, nothing finalized CriminalBackgroundCheckProcedures.pdf eduF:atlon, and references
e Review A&P Agreement Request

Form and Employment
Certification Form

g Compensation Final Analysis

Compensation completes salary
analysis for candidate, generates
agreement and approves hiring
packetin PeopleAdmin

Non-AA Division
(Except Admin

AA & Admin and
Finance Division
and Finance)

B eEation prints Recruitment emails
. “selected candidate i i VP Office Prints/Signs
gl ement and submits approved for hire” and Recrtflltment g agreementé& :
J=sistant VP & Chief p/E\)&P agreement to sele.cted forwards to
HR officer for signature & candidate
department contact approved for hire” department

Revised 4/18/2013


http://hr.ucf.edu/files/CriminalBackgroundCheckProcedures.pdf

Turn in all documents 10 Business Days Prior to EE Hire Date

Hiring Checklist Reference: http://www.hr.ucf.edu/

files/HiringD ocumentChecklist.pdf

Please make sure everything is complete and accurate
before sending in to HR to reduce the process time

You do not have to complete in order

Payroll Calendar for ePAF deadlines: http://
hr.ucf.edu/files/Pay_Schedule Deadlinesl.pdf

Records

e  ePAF Access and Training: http://hr.ucf.edu/
contentblock/electronic-personnel-action-form-
epaf/epaf-access-and-training/

e After 30 days, ePAF forms are putinto archives
e  ePAF FAQs: http://hr.ucf.edu/files/epaf-fagl.pdf

e To get access to send ePAFs instructions: http://
www.hr.ucf.edu/files/Ini_Sec_Req.pdf

Employee

e  http://www.hr.ucf.edu/files
3in1Form.pdf

e  State of Florida Loyalty Oath

e  Gatheringinformation on Public

Office, Social Security, and UCF
Policies

Electronic I-9

Acknowledgmen

Agreement

Attached and Signed
Employment Agreement

Direct Deposit Form

Form

e http://hr.ucf. fil
OptacompEmployeeAcknowlegement.pdf

e Information and procedures on health care

Revised 4/18/2013

http://hr.ucf.edu/liaisons-and-managers/i-9-
tutorials/

All new hires and employees who have been
off of Payroll for more than 120 days must
complete an I-9 form and be processed
through E-Verify

Attach a copy of the U.S. Passport, U.S.
Passport Card, Permanent Resident Card, OR
Employment Authorization Card to the
Electronic I-9 Form when applicable. All
other 1-9 supporting documents DONOT
need to be attached or sent to HR-Records.

and Voided Check

http://www.hr.ucf.edu/files/
Direct_Deposit_Devolution.pdf

All employees must use direct deposit as
a condition of employment

Need a voided check or a letter from the
employee’s bank verifying the account
information and must be signed by a
bank employee

©



http://www.hr.ucf.edu/files/HiringDocumentChecklist.pdf
http://hr.ucf.edu/files/Pay_Schedule_Deadlines1.pdf
http://hr.ucf.edu/contentblock/electronic-personnel-action-form-epaf/epaf-access-and-training/
http://hr.ucf.edu/files/epaf-faq1.pdf
http://www.hr.ucf.edu/files/Ini_Sec_Req.pdf
http://www.hr.ucf.edu/files/3in1Form.pdf
http://www.hr.ucf.edu/files/Direct_Deposit_Devolution.pdf
http://hr.ucf.edu/liaisons-and-managers/i-9-tutorials/
http://hr.ucf.edu/files/OptacompEmployeeAcknowlegement.pdf

Orientation Retirement Status
Notice Notification Form

e  Form: http://hr.ucf.edu/files/ e  http://hr.ucf.edu/files/ e  http://hr.ucf.edu/files/ e  http://www.irs.gov
OrientationNotice.pdf PersonalDataSheet.pdf RetirementNotificationForm.pdf pub/irs-pdf/fw4.pdf

e Things to know before orientation: e Asheet to fill in with e A verification of retirement e So UCF (employer) can
http://hr.ucf.edu/files/ Personal Data status withhold the correct
ShouldKnowBeforeAttendingNewE federal income tax
mployeeOrientation.pdf from your pay

Reference Key:

EE= Employee

OD&T= Organizational Development and Training

Canvas= UCF Webcourses system

PeopleSoft= Human Resources online system Or| e ntatio N
HM= Hiring Manager

HRL= Human Resources Liaison

New Employee gets
registered in
PeopleSoft by OD&T

OD&T receives
Orientation Notice

Payroll Process

e Form: http://hr.ucf.edu/files/
o ionNoti f
. Records sends Payroll
Prior to e Things to know before orientation: . y
. . . the Direct Deposit &
Orientation Date http://hr.ucf.edu/files/ . .
. W-4 information
ShouldKnowBeforeAttending NewE
Ori . it
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http://hr.ucf.edu/files/OrientationNotice.pdf
http://hr.ucf.edu/files/ShouldKnowBeforeAttendingNewEmployeeOrientation.pdf
http://hr.ucf.edu/files/PersonalDataSheet.pdf
http://hr.ucf.edu/files/RetirementNotificationForm.pdf
http://www.irs.gov/pub/irs-pdf/fw4.pdf
http://hr.ucf.edu/files/OrientationNotice.pdf
http://hr.ucf.edu/files/ShouldKnowBeforeAttendingNewEmployeeOrientation.pdf

New Employee
completes in-

EE completes a
survey on the
orientation

EE gets course EE completes the

instructions online course

person session

e 4 hour session starting at 8:30

e Orientation located at:

e 3280 Progress Drive Suite 100, online instructions, handouts
Orlando, FL 32826-3229 and Canvas invitation link on

For more info contact: Orientation Day

Patty Farris

P:407-823-0558

E: Patty.Farris@ucf.edu

New employee receives EE to complete 5 online

modules within 2 weeks
after Orientation Day

Survey completed via

SurveyMonkey online

within 2 weeks after
Orientation Day

OD&T follows up with
If EE can’t attend in-person Orientation Day HRL/HM

Notify HR OD&T of EE gets course EE completes the

conflict to attend instructions online course
EE complete a

survey on the
orientation

New employee receives EE to complete 9 online

OD&T enrolls EE in

PeopleSoft and Canvas

Revised 4/18/2013

handouts and Canvas

online instructions,

invitation link on
Orientation Day

modules within 2 weeks after
original Orientation Day

Survey completed via

SurveyMonkey online

within 2 weeks after
Orientation Day

OD&T follows up with

HRL/HM




USPS Hiring Flowchart
For
Hiring Managers/HR Liaisons

Shape Reference Key:

Compensation- Rectangles

Recruitment- Hexagon

Records- Diamond

Organizational Training & Development- parallelogram

The Compensation process typically takes approximately 3-5 business
days to complete from the time the documents are submitted to HR

Compensation.
AA = Academic Affairs
PD = Position Description

Department determines if there

Department Determines a new is a vacant position they can
position is needed utilize to reclassify a position

Department prepares Position

Description (PD)

Proceed to:

v

To ensure position number falls within
appropriate position number stream,

No Vacancy Vacant

the department must determine v
funding source/budget entity Utilize the appropriate form:
® Instructions: http://hr.ucf.edu/liaisons-

and-managers/compensation-
information/fags/position-description-
instructions/

® USPS Form: http://hr.ucf.edu/files/
USPS_Position_Description.pdf

e Non-AA: Contact Compensation e AAdepartments: Contact
Accountantin HR for new Academic Affairs Administration
position number for new position number

e Compensation will review for e AAwill review for available vacant
available vacant position numbers position numbers

Revised 4/18/2013 0



http://hr.ucf.edu/files/USPS_Position_Description.pdf
http://hr.ucf.edu/liaisons-and-managers/compensation-information/faqs/position-description-instructions/

Reference Key:

HM= Hiring Manager

Department submit a

position change ePAF to
establish or reclassify g
position

Department submit
Preliminary Analysis Request j s
with a PD

Compensation finalizes position

Analysis

( Attach PD to ePAF)

To finalize appropriate
classification and salary range

e To HR Department: comp@ucf.edu to
The position is already classified determine the appropriate classification
correctly: No ePAF necessary and and salary range

Requires no change in PeopleSoft e  USPSPay Pan: http://hr.ucf.edu/files/
USPS_Staff Pay_Plan.pdf

Proceed to:

2 Business days

HM wait for
approval from
Recruitment

HM Completes
online requisition

mm g Compensation approves ePAF

e  Submitthe Online requisition at: www.jobswithucf.com/hr e Thevacancy will open b Friday
and close on the following

e Due by Wednesday at noon to be posted Friday Thursday

e Ifthe position has an incumbent who is vacating, a
resignation letter should be emailed to
employment@ucf.edu to start the recruitment process

e Internal Job Posting FAQs: http://hr.ucf.edu/files/Internal-

e Thevacancy can be open longer
as needed

e Applications are released to the
departments on Fridays after
the posting closes the night
before

Revised 4/18/2013 0



www.jobswithucf.com/hr
http://hr.ucf.edu/files/Internal-Job-Postings-FAQ.pdf
http://hr.ucf.edu/files/USPS_Staff_Pay_Plan.pdf

Suggested Turn in time: 14-30 Business Days

HM screens
potential
applications and
resumes

HM interviews HM Documents
potential reasons for non-
candidates selection applicants

e Mustinterview at least 3

candidates in person, on-site Complete using
PeopleAdmin (applicant e Veteran’s preference link: http://

tracking system) www.hr.ucf.edu/files/
VeteransPreference.pdf

e Must have a diverse viable pool of
candidates (both genders and at least 2
ethnic groups; Adequate diversity defined on
the 2" page 1% paragraph of Internal Job
Posting FAQs)

e Look for internal and veteran preferences

e (Can do job-related phone
interviews for 1% round

e After selection is made,
selection and non-selection
rationales must be entered on
PeopleAdmin

HM make sure hiring
packet checklist is Recruitment
submitted to Recruitment Process
complete and accurate

HM calls
references of final
candidates

e  Recruitment verifies the

e Haveto contact at least two previous/current e USPS Checklist: http://hr.ucf.edu/ B ifica tions
e fil e educationqand referencles
e Must be job related Checklist.pdf )
USPS ChJ Klist #7 . e If approved, the appropriate
- http://www.hr.ucf.edu/files/ . .
¢ USPS H'e.c ISItD o4 HR coordinator will approve
g .p <
{Ng_"rocess the electronic hiring packet

e If not approved, the
department will be notified
within 24 hours via e-mail
after the review is completed

Revised 4/18/2013 e


http://hr.ucf.edu/files/USPS-Hiring-Packet-Checklist.pdf
http://www.hr.ucf.edu/files/USPS_Hiring_Process.pdf
http://www.hr.ucf.edu/files/VeteransPreference.pdf

Reference Key: 7-10 business days

Hiring Checklist Reference: http://www.hr.ucf.edu/ 1

files/HiringD ocumentChecklist.pdf

Recruitment conducts the
background check and HM
advises any applicable tests

and verify salary with comp if

Payroll Calendar with turn in dates:_http://

hr.ucf.edu/files/Pay_Schedule_Deadlines1.pdf Approval

Please make sure everything is complete and from
accurate before sending in to HR to reduce the Recruitment
process time

needed
You do not have to complete in order

e Criminal Background Check Procedures: http://
hr.ucf.edu/files/
CriminalBackgroundCheckProcedures.pdf

e Recruitment will notify departments if physical or
typing tests are needed

° If salary is at minimum Recruitment approves

e Ifsalaryis above the minimum, Compensation does
an analysis, than submit results to Recruitment

Records

Direct Deposit Form

and Voided Check

e  ePAF Access and Training: http://hr.ucf.edu/ e  http://www.hr.ucf.edu/files/ o
ic- -action- - 3inlForm.pdf

= -and-traini e  State of Florida Loyalty Oath o All employees must use direct deposit as
e After 30 days, ePAF forms are putinto archives e Gathering information on Public a condition of employment
e ePAF FAQs: http://hr.ucf.edu/files/epaf-fagl.pdf Office, Social Security, and UCF e Need avoided check or a letter from the
e To get access to send ePAFs instructions: http:// Policies employee’s bank verifying the account

www.hr.ucf.edu/files/Ini_Sec_Req.pdf information and must be signed by a
bank employee

Revised 4/18/2013



http://www.hr.ucf.edu/files/Direct_Deposit_Devolution.pdf
http://www.hr.ucf.edu/files/3in1Form.pdf
http://www.hr.ucf.edu/files/Ini_Sec_Req.pdf
http://hr.ucf.edu/files/epaf-faq1.pdf
http://hr.ucf.edu/contentblock/electronic-personnel-action-form-epaf/epaf-access-and-training/
http://hr.ucf.edu/files/CriminalBackgroundCheckProcedures.pdf
http://www.hr.ucf.edu/files/HiringDocumentChecklist.pdf
http://hr.ucf.edu/files/Pay_Schedule_Deadlines1.pdf

Turn in all Records documents 10 Business Days Prior to their Hire Date

Electronic I-9
Form

Orientation Employee
Notice Acknowledgmen

e  Form: http://hr.ucf.edu/files/ e  http://hr.uctf.edu/files/ o ://hr.ucf.
OrientationNotice.pdf OptacompEmployeeAcknowlegement.pdf e All new hires and employees who have been off of

e Things to know before orientation: e Information and procedures on health care Payroll for more than 120 days must complete an |-9
http://hr.ucf.edu/files/ form and be processed through E-Verify

ShouldKnowBeforeAttendingNewE

n , e Attach acopy of the U.S. Passport, U.S. Passport Card,
mployeeOrientation.pdf

Permanent Resident Card, OR Employment
Authorization Card to the Electronic I-9 Form when
applicable. All other I-9 supporting documents DO NOT
need to be attached or sent to HR-Records.

Personal Retirement Status
Data Shee Notification Form

e http://hr.ucf. fil e http://hr.ucf. fil e  http://www.irs.gov irs-pdf,
PersonalDataSheet.pdf i ification f fw4.pdf
e Asheet to fill in with Personal e A verification of retirement status e So UCF (employer) can withhold
Data the correct federal income tax
from your pay

Revised 4/18/2013



http://hr.ucf.edu/files/PersonalDataSheet.pdf
http://hr.ucf.edu/files/RetirementNotificationForm.pdf
http://www.irs.gov/pub/irs-pdf/fw4.pdf
http://hr.ucf.edu/liaisons-and-managers/i-9-tutorials/
http://hr.ucf.edu/files/OrientationNotice.pdf
http://hr.ucf.edu/files/ShouldKnowBeforeAttendingNewEmployeeOrientation.pdf
http://hr.ucf.edu/files/OptacompEmployeeAcknowlegement.pdf

Reference Key:

EE= Employee

OD&T= Organizational Development and Training
Canvas= UCF Webcourses system

PeopleSoft= Human Resources online system
HM= Hiring Manager

HRL= Human Resources Liaison

New Employee gets

Orientation

OD&T receives

registered in
PeopleSoft by OD&T

Prior to
Orientation
Date

New Employee

completes in-
person session

e 4 hour session starting at 8:30

e Orientation located at:

e 3280 Progress Drive Suite 100,
Orlando, FL 32826-3229

For more info contact:

Patty Farris

P:407-823-0558

E: Patty.Farris@ucf.edu

Revised 4/18/2013

Orientation Notice

e  Form: http://hr.ucf.edu/files/
OrientationNotice.pdf

http://hr.ucf.edu/files/

mployeeOrientation.pdf

e Things to know before orientation:

ShouldKnowBeforeAttending NewE

EE gets course
instructions

EE completes the
online course

Payroll Process

Records sends Payroll
the Direct Deposit &
W-4 information

New employee receives
online instructions, handouts
and Canvas invitation link on

EE to complete 5 online
modules within 2 weeks
after Orientation Day

EE completesa
survey on the
orientation

Orientation Day

Survey completed via

SurveyMonkey online

within 2 weeks after
Orientation Day

OD&T follows up with
HRL/HM



http://hr.ucf.edu/files/OrientationNotice.pdf
http://hr.ucf.edu/files/ShouldKnowBeforeAttendingNewEmployeeOrientation.pdf

If EE can’t attend in-person Orientation Day

Notify HR OD&T of EE gets course EE completes the

online course

conflict to attend instructions

A 4 A 4
OD&T enrolls EE in New em p|oyee receives EE to com plete 9 online
PeopleSoft and Canvas online instructions, modules within 2 weeks after
handouts and Canvas original Orientation Day

invitation link on
Orientation Day

EE complete a
survey on the
orientation

OD&T follows up with

HRL/HM

Survey completed via

SurveyMonkey online

within 2 weeks after
Orientation Day

Revised 4/18/2013
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