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Issuing Office:  Human Resources 

        Policy Number: FY10-HRS-002-01
Policy Name:   Employee Entrance Policy
Original Date Issued:  March 30, 2010
Revision #:  01
Last Update: April 24, 2013
Purpose of Policy: To be ready for new and internally transferring employees when they arrive for the first day of work at their new department.  This policy also applies when a non-benefited employee becomes a benefited employee. This policy introduces a formal process to prepare for new employees.  The way we operate reflects our aspirations of being a major research university!
Applicable to:  All departments at UMB.  
Definition:
Policy: All UMB departments must prepare for new/ internally transferring employees by timely:
· completing the pre-employment paperwork;
· confirming that the employee has signed up for orientation;

· ensuring the employee is on payroll;
· finalizing the work space and equipment;
· scheduling essential trainings for access to systems. 

In order to accomplish this, a minimum of two weeks (or as soon as possible) before the employment start date, Department Heads should complete the Employee Entrance Form and the Personnel Action Form (PA).   
In order for faculty/staff to have an active email account as well as access to Blackboard, WISER, etc. they must have an established Employee ID number.  In order to receive an Employee ID number, the employee must be on the HR/Payroll system. In order to be on the HR/Payroll system, the PA and pre-employment paperwork must be submitted together to Human Resources (HR). 
Procedure: 
New Employees: Once the official offer has been extended and accepted, and a start date and salary have been determined, an official offer letter will be sent. The offer letter will inform the employee that there is a variety of paperwork that must be completed prior to the beginning of their employment with the university. The new employee can print the documents from the HR website at: http://www.umb.edu/hr/forms_instruction/forms.

A Department that is hiring someone from a non-benefitted position (e.g., student employee, graduate assistant, temporary employee) to a benefitted position must inform such person of the need to complete the pre-employment paperwork to activate benefits. Such a person should also sign up to attend the New Employee Benefits Orientation.

The Department Head/Supervisor will send the pre-employment paperwork, the Offer/Acceptance letter, and the completed and authorized PA to HR for processing. 
The Department Head/Supervisor will also complete the Employee Entrance Form and submit forms electronically to appropriate departments two weeks prior to the first day of employment for the new employee.
Internal Transfers: The Department Head receiving the new employee will send the PA to the appropriate V.C./Provost, who will forward to HR for processing. The employee will maintain his/her current Employee ID. The Department Head/Supervisor will also complete the Employee Entrance Form and submit forms electronically to appropriate departments two weeks prior to the first day of employment for the new employee.
The Employee Entrance Form is available on the HR and A&F websites under the category of Forms at http://site.www.umb.edu/eetf/login.php
The electronic Employee Entrance Form was developed to provide Department Heads with necessary documents and information to facilitate employment readiness, such as, request forms for services and equipment, access to systems, email and Financial/HR/Grants/Administrative Management training. Most forms are available immediately as part of the Employee entrance Form or will be sent within 2 days from the appropriate department.   Submit forms as soon as possible to insure that the employee is ready to start work on the first day.

Oversight Department: Human Resources
Responsible Party within Department: Assistant Vice Chancellor, Human Resources
Monitoring:  Department Heads should monitor this policy to insure that the Department is ready for new and transferring employees when they arrive for the first day of work.
Authority:  Best Practices, Society for Human Resource Management

Related Documents:  
Employee Entrance Form 



Pre-Employment Paperwork:

http://www.umb.edu/hr/forms_instruction/forms
A&F and IT websites 
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