
Agenda

 HR Website Resources and Updates

 Process Changes, RTF Submissions, Recruitment

 Research Hires

 New Development Opportunities

o Inclusive Hiring

o New Manager Course

 Refreshers 

o Hiring Process

o Volunteers

o Background Checks

o Hire Packet/Personnel file document submissions

o IT Access New/Removal

 Accreditation 

 Reminders



HR Website Resources/Updates

 Faculty & Staff Forms/Resources

https://dental.ufl.edu/about/human-resources/faculty-staff-forms-resources/
https://dental.ufl.edu/about/human-resources/faculty-staff-forms-resources
https://dental.ufl.edu/about/human-resources/faculty-staff-forms-resources/admin-resources/


Admin Resources

 Must be on UF network to access

 College HR Communications: Archived email updates/ 

announcements/general information

 Hiring and onboarding resources

 Payroll Forms

 Employee Relations

 Termination: exit checklist

 Instruction Guides

https://dental.ufl.edu/about/human-resources/faculty-staff-forms-resources/admin-resources/#hrcomm
https://dental.ufl.edu/about/human-resources/faculty-staff-forms-resources/admin-resources/


Policy Updates

 Many policies have been updated on our Policies, Procedures & Guidelines page

Faculty Practice Cleaning and Maintenance Schedule Faculty Mentorship 

Responsibilities in the Payroll Cycle

Payroll Distribution Policy 

Emeritus Status Procedures

Continuing Dental Education Courtesy Discount Policy 

Policy on Guidelines for Bridge Funding

Alternative Work Location/

Telecommuting Policy

Advanced & Graduate Education 

Part Time Enrollment Policy 

Advanced & Graduate Education 

Policy on Advanced Standing

https://dental.ufl.edu/about/human-resources/policies-procedures/


Process Changes: HR Requests

 Submissions are no longer accepted through email or in person

 Improves efficiency, reduces the possibility of requests getting misplaced or overlooked

 Requests are tracked and are easier to reference

Please use updated RTF Form

New Courtesy Faculty Process

https://dental.ufl.edu/about/human-resources/88767-2/


RTF Submissions

 Please try to submit in advance so HR has time to review/clarify any questions 
before presenting to finance

 Remember to attached additional documents, such as resignation letters or job 
descriptions

 Responses will be received via email within a reasonable amount of time after the 
weekly finance committee meeting (currently scheduled for Wednesday mornings) if 
submitted timely 

Common errors when submitting RTF’s:

 Using outdated form 

 Incomplete form: 

o Missing approval signatures

o Incorrect OPS code, incorrect FTE

o No proposed funding listed (i.e., state 102 funds, 171 clinical, etc.)

o No name of person being replaced or who the job edit is referring to is not listed

o No resignation letter, updated job description or adequate justification



Recruitment

 Yes, you can post externally! (Facebook, LinkedIn etc)

 Any ad that you create like the Wildlight position shown

here should contain the information that is posted in PageUp

and should be reviewed by HR before sharing externally

 Reminder on benefits information: all TEAMS positions at 0.50 FTE 

or greater and OPS at 0.75 FTE or greater should now include the 

benefit language posted on the Admin Resources page under 

HR Communications & Preparing to Hire

https://dental.ufl.edu/about/human-resources/faculty-staff-forms-resources/admin-resources/#hrcomm


UFCD Hiring Process

 If you’re a new admin/hiring authority or just need a 

refresher, the Hiring Process document located on the 

Admin Resources page outlines the general process from 

vacancy to onboarding.

 Resources for preparing to hire, such as advertising 

guidelines, interview guide/question bank, reference check 

questions and other forms/links are located here as well.

https://dental.ufl.edu/wordpress/files/2021/10/2021_08_Hiring-Process.pdf
https://dental.ufl.edu/about/human-resources/faculty-staff-forms-resources/admin-resources/#check


Background Checks

 Review Background Check Clarification (Admin Resources page)

First Advantage Verification/Screening Types

myUFL > Main Menu > HR > Recruiting > Background Screening
 First Advantage background checks must be 

reviewed even if status is eligible

o A manual check of references must be completed 

and/or the candidate must provide documentation 

of education if First Advantage cannot verify

FBI LiveScan Background Request

o Fingerprinting required for clinical personnel 

who may come in contact with minor

1

2

https://cod-main-a2.sites.medinfo.ufl.edu/wordpress/files/2021/10/2021-07-Background-Check-Clarification.pdf
https://hr.ufl.edu/manager-resources/recruitment-staffing/hiring-center/preparing-an-offer/pre-employment-screening-using-first-advantage/
https://hr.ufl.edu/manager-resources/recruitment-staffing/hiring-center/preparing-an-offer/background-screening-request/


Hire Packet Submissions

 Required documents to upload to ePAF and personnel file 

View Hire Form

file://AHCDFS.AHC.UFL.EDU/FILES/DN/SHARE/Dean's Office/Human Resources/Trainings/2022 Training


ePAF Comments

 Include background information 

 Include duties for OPS positions

Example: OPS, fingerprinting required Example: TEAMS, no fingerprinting required



IT Access
New Employee IT Access Request

 Submit an IT Ticket in and include the below information in the ticket:

1. Employee name and UFID number 

2. @dental email account 

3. Personal folder 

4. UFCD Shared Drive folder access 

5. UFCD Distribution lists (i.e. DN-Staff, DN-Faculty, DN-Faculty&Staff)

6. UFCD software/applications (provide listing in ticket)

Example:

Academic Affairs, Academic Assistant I

Olivia Benson, UFID 09119011

Requesting: @dental email account

Personal folder

V share drive access: All UFCD, RDS

Distribution lists: DN-Staff, DN-Faculty&Staff, DN-Everyone, 

DN-Class2022-DL, DN-Class2023-DL, DN-Class2024-DL, DN-Class2025-DL

Software/Applications: ECO (Operative & Prosth Courses), Axium Access

Remember to remove access 

upon separation from UF!

https://ithelp.ahc.ufl.edu/ServiceDesk.Support/
https://dental.ufl.edu/about/human-resources/faculty-staff-forms-resources/admin-resources/#term
https://dental.ufl.edu/about/human-resources/faculty-staff-forms-resources/admin-resources/#term


Research Hires

 HB7017-Act Relating to Foreign Influence = Research Integrity office (UF RISC) for screening 

and approvals related to hiring researchers and travel

 UF RISC is required to review and approve all applications for research and research support 

positions

 PageUp: Addition of job posting fields regarding AI initiative and research support

o If the position duties contain mostly research, even if their title is not listed under the titles 

for this, select “yes” to the question regarding researcher or research support. 

o Applicant Status Additions: 

• Request Clearance for Research Hire 

• Researcher Hire Under Core HR Review 

• Under RISC (Research Integrity, Security & Compliance) Review 

• Cleared for Offer by RISC 

 Student Assistants: do not require research review, but notify talent@hr.ufl.edu if a student 

assistant is going to have access to a large amount of research data

 If you are hiring a researcher/researcher support position from Interfolio: email the name of 

the hire with requisition number to talent@hr.ufl.edu

mailto:talent@hr.ufl.edu
mailto:talent@hr.ufl.edu


Research Hires

 For research and research support hires who 

have NOT completed an application in PageUp: 

1. The department admin will contact the candidate. 

2. The email sent to the candidate will contain a link to a blind posting designated for 
their specific type of hire (an applicant who completed an application in Interfolio but 
not PageUp, or a direct/non-recruited hire who has not completed an application in any 
ATS). 

3. Once the candidate is directed to the blind posting, they will select the “Apply Now” 
button and complete the essential candidate information form and supplemental 
questionnaire. 

4. When the questionnaire is submitted by the candidate, UF HR will receive an automatic 
email notification from PageUp. 

5. UF HR will review the candidate’s responses and materials and determine if further 
action is required. 

6. Once the candidate is cleared to move forward in the hiring process, UF HR will notify 
the hiring department. 

 Please contact Talent Acquisition and Onboarding at talent@hr.ufl.edu or call 

(352) 392-2477 with questions.

mailto:talent@hr.ufl.edu
https://dental.ufl.edu/about/human-resources/faculty-staff-forms-resources/admin-resources/#hrcomm


Volunteers

 See Volunteer Coordination page and checklist

 First Advantage basic background check is required on all volunteers. FBI Livescan is 

required if volunteer will be exposed to minors. See Volunteer Policy.

 Volunteer agreement with overview of donated time/services listed as well as effective 

date and expiration date is required

 Volunteer service expires annually and should be renewed if continuing service

 ePAF: Submit Person of Interest – POI Type: Volunteer (00014)

 Appropriate health assessment and training is required:

o PRV800 – HIPAA & Privacy: General Awareness 

o OOC101 – Compliance & Ethics: Doing Your Part for the Gator Good 

o GET803 – Maintaining a Safe and Respectful Campus: Title IX

o PRV802 – FERPA Basics 

o PRV804 – Protecting Social Security Numbers & Identity Theft Prevention 

o DEN003 – UFCD Code of Conduct 

https://hr.ufl.edu/manager-resources/volunteer-coordination/
https://dental.ufl.edu/wordpress/files/2021/03/Checklist_Volunteer_2021_11.pdf
https://hr.ufl.edu/wp-content/uploads/2020/02/volunteer-policy.pdf
https://dental.ufl.edu/about/human-resources/required-training/


Inclusive Hiring Hub

Inclusive Hiring Toolkit: tools 

for the hiring cycle

Inclusive Hiring Badge: trainings, 

activities, and webinars

GET251: 45-60 minute 

online course

https://learn-and-grow.hr.ufl.edu/toolkits-resource-center/inclusive-hiring-toolkit/
https://learn-and-grow.hr.ufl.edu/courses-registration/inclusive-hiring-badge/


Employment Hub

 Employment hub: Information and resources related to various transactions 

throughout the employee life cycle

https://hr.ufl.edu/manager-resources/employment-hub/


Coming Soon: New Manager Support

 Will provide new managers with resources and tools to support them in their 

new role and ensure success

 Welcome email within first month

o New Manager Toolkit

o New Manager Course

o Additional Resources



Coming Soon: New Manager Support

 New Manager Toolkit

o Quick access to critical administrative functions

o Podcasts, courses, additional resources



Coming Soon: New Manager Support

 New Manager Course

o SCS015: The New Manager --- in-person 3.5 hour course 

o Best practices for managing and leading

o Introduction to UF Engaged for managers

o Counts as an elective for the Supervisory Challenge

The New Manager

https://training.hr.ufl.edu/instructionguides/mytraining/ManagingatUF_CourseGuide.pdf


2023 CODA Accreditation

 Faculty Toolkit

 Biosketches

 Presentation data (2020-2023)

 Site Visit Dates: September 26-28, 2023



Reminders: New Hires

 Onboarding Resources:

o Best practices from before day 1 through the first year

o Onboarding 101 Toolkit

o HR Strategic Commitment – Onboarding Presentation

 Introduce them to the team!

 Ensure they complete required training within first week

 Encourage them to attend the first orientation that is available upon hire

 OPS (0.75 FTE+) and TEAMS new hires: Admins/managers are strongly encouraged to 

give a friendly reminder that they have 60 calendar days from their hire date to enroll 

in benefits. Communication examples (including the new hire training/benefit welcome 

email) are located on the Admin Resources page under Communication Examples. 

https://hr.ufl.edu/manager-resources/recruitment-staffing/hiring-center/best-onboarding-practices-for-leaders/
https://hr.ufl.edu/manager-resources/recruitment-staffing/hiring-center/best-onboarding-practices-for-leaders/onboarding-101-toolkit/
https://dental.ufl.edu/wordpress/files/2022/03/UFCD_Onboarding-Presentation_2018.pdf
https://dental.ufl.edu/about/human-resources/faculty-staff-forms-resources/admin-resources/#comm


Reminders

 Use most up-to-date RTF form and submission process: College HR Request page

 Admins: add benefits language to job postings, posted on Admin Resources page 

 Hiring managers: check candidate references! Even on internal hires.

 Complete required annual training

 Update your Organizational Chart: V:\All UFCD\Organizational Charts – required quarterly

 UF Engaged: are you checking in? 

 Speaking of checking in: are you keeping in touch with your staff?

https://dental.ufl.edu/about/human-resources/88767-2/
https://dental.ufl.edu/about/human-resources/faculty-staff-forms-resources/admin-resources/
https://dental.ufl.edu/about/human-resources/required-training/
file://AHCDFS.AHC.UFL.EDU/FILES/DN/SHARE/All UFCD/Organizational Charts


Who to Contact

Amanda Christina Jennifer

Primary Contact:

• HR policies, procedures, and regulations 

• Employee Relations Issues/Disciplinary 

actions

• Request to Fills

• Classification and Compensation

• Staff FTE Changes

• FMLA

• Visas

• Faculty Effort/FARs

• Alternate work location agreements 

• Outside activities/UFOLIO 

• Annual trainings

• Volunteers/Visitors

• Level one approver for ePAFS

• Level one approver for job postings 

(TEAMS)

• College level Department Security 

Administrator (DSA)

Secondary Contact: 

• Payroll/timesheets

• Faculty recruitment/hiring/retention

• Hiring

• Faculty Toolkit

Primary contact: 

• Faculty recruitment, hiring and 

retention 

• Faculty FTE changes

• Promotion and Tenure

• Faculty Toolkit

• Benefits and retirement

• Level one approver for job postings (OPS 

and Faculty/Postdocs)

• College level Department Security 

Administrator (DSA)

• Shared Governance

Secondary Contact: 

• Employee Relations Issues/Disciplinary 

actions

• Visas

• FMLA

• Alternative work location agreements

• Outside activities/UFOLIO

• Annual Trainings

• Classification and compensation

• Request to Fills

• Level one approver for ePAFS

Primary contact: 

• TEAMS/OPS/Student recruitment and 

hiring

• Courtesy Faculty hiring

• Timesheets

• Payroll

• Leave Administration

• Records management/personnel files

• Background checks

• Health Assessments

• Website/Forms/Communications 

updates

Secondary Contact: 

• Faculty Searches

• Benefits and retirement

• FMLA

• Annual Trainings

• Request to Fills

HR@dental.ufl.edu



Questions/Comments


