HUMAN RESOURCES OFFICE

ECKERD COLLEGE
PERSONNEL REPORT  
 FORMCHECKBOX 
 New Employee      FORMCHECKBOX 
 Pay Change     FORMCHECKBOX 
 Title/Position/Department Change     FORMCHECKBOX 
 Returning Employee       FORMCHECKBOX 
 Retiring

PERSONAL INFORMATION

	
	
	
	
	

	Name: First, Middle (initial), Last
	
	Social Security Number
	
	ID Number

	
	
	
	
	(If new employee leave blank) 

	
	
	
	
	

	Date of Birth
	
	
	
	


	Effective Hire/Change Date
	
	
	
	
	
	Home Department Organization Code
	     

	
	
	
	
	
	
	(Banner Organization #)
	

	Employee Class
	     
	Check Distribution Organization Code
	     

	(Banner Code)
	
	
	
	
	
	(Banner Organization #)
	

	
	
	
	
	
	
	
	

	Exempt
	     
	Non-Exempt
	     
	Tenured Status
	     
	Contract Months
	     

	             (Salaried)
	
	      (Hourly)
	
	
	
	
	

	
	
	
	Former Eckerd Student
	     
	
	


	Official Title
	     
	
	Fund
	     

	
	
	
	Orgn 
	     

	Position Number
	     
	
	
	Acct
	     

	(Banner Code)
	
	
	
	

	
	Name of Person Being Replaced
	     
	
	


	Old Salary /Contract Amount
	$     
	New Salary/Contract Amount
	$     

	Old Hourly Rate
	$     
	New Hourly Rate
	$     


HUMAN RESOURCES / PAYROLL USE ONLY

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	W 4
	
	
	PPAIDEN
	
	PEAEMPL
	
	
	NBAJOBS
	
	

	
	
	
	
	
	
	
	
	
	
	


PLEASE SIGN & DATE

	
	
	

	V.P. OR SUPERVISOR AUTHORIZATION
	
	ASSOCIATE CHIEF FINANCIAL OFFICER

	
	
	

	
	
	

	HUMAN RESOURCES
	
	PAYROLL SPECIALIST


* ALL ITEMS MARKED BY AN ASTERISK ARE REQUIRED FIELDS
Staff Orientation Checklist

Name      
Date of Hire             


        Position      
Supervisor       


        Orientation Date:      
Supervisor Responsibilities
___ Email HR and Payroll (hrpr@eckerd.edu) announcing new hire, include name, address, position/title, date of   

       hire, and starting rate of pay 
___ Personnel Report signed by Vice President/Supervisor and sent to HR
___ Schedule new hire orientation with HR
A System Access Request form (granting access to email/network etc.) is given to a new employee once all hiring paperwork has been submitted and processed by HR.
Departmental Responsibilities (if applicable)

___ Prepare work accommodations/ area


        
___ Keys ordered from Safety & Security (if necessary)

   
___ Setup Telephones, Computer (hardware/software) (ITS)    
___ Order business cards (if necessary)
___ New employee given a copy of job description

HR New Hire Orientation
___ College mission & vision statement

___ Tour of campus
       

___ Meals & rest breaks



            
___ Mail Center services



___ Facilities work requests



___ Eckerd College Website



___ Master Calendar, reserving rooms & equipment 
___ Reporting work injuries & illnesses 
___ Policies & Procedures (HR website)


___ Work schedule


___ Notification when absent; whom to call
___ Timesheets – where to find and how to complete

___ Dress standards
___ Security, locking of doors, file cabinets, etc
___ Mail pick-up & delivery (times & place)

___ Confidentiality

___ Dress Standards

___Security, locking doors, file cabinets, etc

___ Safety orientation (if necessary)

___ Distribution of paychecks, direct deposit

The preceding information has been reviewed with me as indicated.  I understand that it is my responsibility to ask questions about these and any other aspects of my job that I do not understand or for which I need further information.
Employee’s Signature __________________________________________________ Date ___________________

Human Resource’s Signature_____________________________________________ Date ___________________
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