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Instructions for completing the New Hire Form

New Hire Forms are to be initiated by department heads or supervisors and routed for the appropriate approvals whenever a new employee is hired.  

*An Employment Inquiry Release (background check) MUST be completed before any individual is hired, except a high school student.  Insert an ( or ( in the appropriate box, Yes or No.  If unsure whether the background check has been completed, the Human Resources department must be alerted to perform the check.  
Place an ( or ( in the appropriate box if the employee is a new hire or is a rehire (worked previously at Saint Francis University).
Place an ( or ( in the appropriate box if the employee is hired for a new position or a replacement.  If the new hire is a replacement, indicate the person who the new hire replaces.
Section A – Check all boxes that apply
1.  Employment Class:  Insert an ( or ( in the appropriate box that describes the employee’s 
                                         classification.

· Faculty (9-month) – Any employee who holds faculty rank teaching from August to May.

· Faculty (12-month) – Any teaching employee who holds faculty rank with a contract from July 1 to June 30.

· Administrative – A 12-month exempt staff member paid on a salaried basis for work performed.

· Operational – A 12-month non-exempt staff member paid on an hourly basis for work performed.

· Faculty (Adjunct) – Any teaching employee working per semester only.

· Student – Any student working for hourly pay.


2.  Employee Type:  Insert an ( or ( in the appropriate box that describes the employee’s type.

· Full time – An employee working at least 35 hours per week.

· Part time – An employee working less than 35 hours per week.
· Undergraduate student – An undergraduate student working for hourly pay.
· Graduate student – A graduate student working for hourly pay.

· High school student – A high school student working for hourly pay.
· Temporary – An employee working for a short period of time during a semester (1-20 hrs per week).

Section B - Print all information clearly
3.  Employee Name:  Enter the employee’s name as follows:  Last, First, Middle Initial, Title    

                                    (e.g. Bender, Marian E. Ms.)

      Employee Social Security Number:  Enter the employee’s last 4-digits of social security 
       number as follows, ###.
4.  Employee’s Address:  Enter the employee’s address, city, state, and zip code.

5.  Position Title:  Enter the employee’s position title.

6.  Department Name:  Enter the official department name.

7.  Hire Date/Start Date:  Enter the employee’s hire or start date on which the employee will 
                                             begin work. (mm/dd/yyy)

     Contract End Date:  If applicable, enter the date the employee’s contract will end.

8.  Supervisor:  Enter the supervisor’s name for the employee.

9.  Annual Salary and/or Hourly Rate:  Enter the annual salary for exempt staff or the annual 
      salary and hourly rate for non-exempt staff that the employee will be receiving.

10.  *Account Number:  An account number MUST be entered to charge the employee’s salary.

11.  Remarks:  Enter any additional remarks relevant to the new hired employee.

12.  Signatures for Approval:  Have the appropriate designees sign and date the form in the 
        order that they appear in this section.    

After all signatures are complete, the New Hire form will be scanned or faxed to the President’s Office for a contract to be issued.

Section C:  To be completed by Human Resources

The Human Resources department should only complete Section C.  After the form is completed, the Employee and Benefits Specialist will submit the form to the Payroll Coordinator for processing.
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