New Hire Information & Resources for Staff
http://hr.uw.edu/ops/hiring/required-employee-training/
Staff Orientation:

http://hr.uw.edu/oneuw/
http://hr.uw.edu/ops/hiring/required-employee-training/
http://hr.uw.edu/pod/courses-and-workshops/new-employee-orientation/
http://hr.uw.edu/benefits/benefits-orientation/in-person-benefits-orientation/
Paydays and Check Distribution:

Paydays are on the 10th (for work performed between the 16th- 31st) and 25th (for work performed between the 1st-15th) of each month. Non-direct deposited checks will be mailed to the house you provide in Workday.
Workday:

1. I-9 (section 1)

2. Address update (home and campus)

3. Taxes (W-4 update)
4. Direct Deposit 
Husky Card:
The Husky Card is your official UW identification card, and it must be obtained in person.

1. Obtaining a Husky Card – 

· Go to the Husky Card Account Office on the ground floor of the Odegaard Undergraduate Library (open: M-F 8-5; phone: 206-543-7222).
· Bring your EID# and a state or federally issued photo ID such as a driver’s license or a passport.
2. What a Husky Card can be used for –

· Accessing campus buildings
· Library card
· Bus/train pass (a.k.a. UPASS)
· Husky Card Account for purchasing food and coffee on campus
· Free admission to Henry Art Gallery and Burke Museum; discounts on tickets at the UW Arts Ticket Office
· Admission to recreational sports facilities such as the IMA or the WAC
Health Insurance:

http://www.washington.edu/admin/hr/benefits/insure/index.html
Please note – you will have 31 days after your employment start date to enroll into a benefits plan. Otherwise, your coverage will be defaulted to the standard plan. All additional questions regarding benefits should be directed to the Benefits Office (206-543-2800).
Staff Work/Leave Process:
In general, Professional and Classified Staff are expected to follow the College of Engineering attendance policy. All staff are expected to submit leave requests as applicable. In addition, staff are required to report their monthly work/leave status, and the process for doing is dependent on what type of staff classification you fall under.

1. COE Staff Attendance Policy –

http://www.engr.washington.edu/mycoe/staff/attendance_policies.html
2. Staff Work/Leave Process – 

https://www.ee.washington.edu/operations/payroll/staff_work_leave.html 

3. Online Leave Request Form – 
https://www2.ee.washington.edu/operations/payroll/leave_and_overtime_report.html
4. Downloadable Timesheet for Classified Staff –https://www2.ee.washington.edu/operations/payroll/index_staff_employee.html
U-Pass: 

https://www.washington.edu/facilities/transportation/commuterservices/u-pass/employee
Parking: 

https://www.washington.edu/facilities/transportation/park-employ-student

