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Appointment eForms
used to hire and rehire new employees or existing employees.

• In HR queue at least two weeks prior to the hire date
• HR begins processing eforms once they are in our queue – not before
• Expected End Date is not required

o Students are not required to terminate at the end of each semester if they will stay 
employed with the department until they graduate

• An employee cannot be rehired on the same day or the day after they 
were terminated
o If they have a termination row on the date that you want to hire them for, please 

contact eforms@uttyler.edu 

mailto:eforms@uttyler.edu


Student Positions

• Must be currently enrolled at least half time to hold student title

• Student employees CANNOT begin working until they have
been approved by HR.

• Reports To is responsible to approve timesheets





Graduate Positions
Graduate Assistantship qualifications are set by the Graduate School 

Job Code & Title

• 10064 - Graduate Research Assistant
• 10069 - Graduate Teaching Assistant
• 10070 - Doctoral Research Associate
• 10071 - Doctoral Teaching Associate – Instructor of Record
• 10072 - Doctoral Teaching Assistant
• 10073 - Graduate Teaching Assistant – Instructor of Record

• 10067 - Graduate Assistant *

• All graduate positions
are paid on the monthly payroll 
and are exempt from overtime 
(exception: Graduate Assistant)

• 10067 – Graduate Assistant
o Semi-monthly payroll

For more information: https://www.uttyler.edu/graduate/fin/assistantships/



Work-study Employees
Work-study qualifications are set by the Financial Aid Department

Job Code & Title

• 10076 – Workstudy

• Semi- monthly payroll (hourly)

• Enrolled at least six credit
hours

• Workstudy award and
agreement on file each
semester with the Office of
Financial Aid

For more information:

https://www.uttyler.edu/financialaid/work-study-
programs/



• Termination eforms are used to terminate an active employee’s 
position

• Termination eforms need to be fully approved prior to the 
employees last day

• **Resignation letters are required for all voluntary 
terminations
o Please contact humanresources@uttyler.edu for escalated issues/

concerns prior to termination

Termination eforms
(End Appointments)



The HR process behind 
the "workflow"



What is sent to the candidate?

Email with Pre-employment 
requirements

Attached to the email:
• Campus map
• List of acceptable I-9

documentation
• CBC email with link



Criminal Background Checks 
Why are we required to run a CBC for every break in employment?

• UTS 124 
• CBC must be conducted for anyone who is under consideration for 

employment whether for full-time or part-time.
• UT Institutions may rely on a CBC conducted within the past 12 

months
o If there has not been a break in service of more than 6 months AND the CBC is 

appropriate for position sought.

How long does a CBC take to be completed?
• Approximately 2-5 business days

https://www.utsystem.edu/sites/policy-library/policies/uts-124-criminal-background-checks


Employment Eligibility Verification 
(Form I-9)
Form I-9 is used for verifying the identity and employment authorization of 
individuals hired for employment in the United States.

•A result of the Immigration Reform and Control Act of 1986 (IRCA), which is a
Federal Statute

Why is it important?
• I-9s are a huge liability and compliance is important. As of 1/2018, errors on Form I-

9s, such as failure to check a box or enter a date, can now result in a monetary
penalty between $224 and $2,236 per violation.

• Example: 2,000 employees * 90% = 1,800 * $2236 = over $4M (liability)
• In 2018, HR implemented electronic I-9 which resulted in HR centralizing the

function which helps minimize errors

https://www.uscis.gov/node/46049


I-9 Requirements
• Employee Responsibility

• Section 1 must be completed on or before their date of hire
• Employees must present unexpired original documentation that shows the

employer their identity and employment authorization.
• Employees choose which documentation to present, and a list of options are provided to

them in the pre-employment email

• Employer Responsibility
• Notify employee of the I-9 requirement
• Section 2 must be completed within 3 business days of the date of hire



Rehire employees
Background Check Memos are now being kept in every personnel file.

• Allows for tracking the last date a CBC was completed
• Does not contain CBC reports, only cleared / not cleared & date run
• All employees are required to report any charges or convictions, excluding

misdemeanor offenses punishable only by fine.

Form I-9
• Section 1 must be completed on or before date of rehire
• Original, unexpired documents on file can be used for completion of Section 2



Concerns and FAQ's



Multiple Assignments
• Ask the student if they work for another department on campus

• Cannot exceed 19.5 hours total
oContact HR to verify hours 
oException: GTA/GRA Tuition Waiver

• Cannot be on both payrolls at once
oExample: GTA & Grad Assistant



Job Data
All admins have access to view Job Data. This will tell you if your employee is currently active, terminated, or had a prior 
assignment with your department. Eform results are posted in job data. 

Review eform results
 
Work Location Tab

o Name & Empl ID
o Hire/Rehire
o HR Status
o Position Number & Title
o Expected Job end date

Jane Doe 123456789



Job Data
All admins have access to view Job Data. This will tell you if your employee is currently active, terminated, or had a prior 
assignment with your department. Eform results are posted in job data. 

Review eform results

Job Information Tab
o Reports To
o Standard Hours

Jane Doe 123456789

John Smith50012361122333



Thank You!
The Office of Human Resources
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