UNIVERSITY OF WASHINGTON—DEPARTMENT OF CHEMICAL ENGINEERING

Name____________________________________________________________ Date______________________________________


	NEW EMPLOYEE/VISITOR CHECK-IN
	CHECK 

	Fill out payroll paperwork with Dan Dembiczak (administrator) in Benson 105.

Applies only to individuals paid by the University.
	

	Contact the Benefits Office at 206-543-2800 or visit the benefits website at 

http://www.washington.edu/admin/hr/roles/newee/benorient/index.html to learn about UW benefit package. 
	

	Applies only to individuals paid by the University.  
	

	Complete Academic HR orientation at http://www.washington.edu/admin/acadpers/prospective_new/getting_settled.html
	

	Receive keys to the building from Joanne Tall (program assistant) in Benson 105. ($50 deposit required)
	

	Submit two passport-style photos to the staff in Benson 105
	

	   Photos submitted (staff signature): ______________________________________________
	

	Receive your plastic Husky photo identification card (ID) from the Husky Card Office at Odegaard Undergraduate Library, across from By George Café. Bring Employee Identification Number (EID) and state or federal issued photo ID. You must wait 48 hours after check-in before obtaining Husky card.
	

	The Husky card allows you access to UW libraries and recreational facilities (fee may apply) and allows you to purchase a UPASS from Transportation Services (3745 15th Ave. N.E., phone 206-221-3701) if desired.
	

	Provide contact information to staff in Benson 105.

	

	Phone No._________________________________                  Room No._________________________________
	

	(phone and room location may be provided by faculty advisor).

Mailbox No. ______________________________     
(mailbox provided by Joanne Tall).               
Home address:

Home phone:
	

	Establish a UW email account at http://www.washington.edu/itconnect/email/uwemail.html and provide staff in Benson 105 with email address.              UW Email______________________________________
	

	If you will be working in a lab, receive instructions in lab, chemical, and fire safety through faculty sponsor. After receiving instruction, provide the date and instructor information to staff in Benson 105.

When, where, and instructor of training: ___________________________________________________
	

	 UW Safety information available at  http://www.ehs.washington.edu/psotrain/index.shtm.
	

	Review the Chemical Engineering Emergency Plan at http://www.cheme.washington.edu/mycheme/index.html
	

	For graduate students, post-docs, and research staff working on a NSF or NIH grant, complete RCR training at http://www.washington.edu/research/?page=rcr. After completing the training, an option will pop up to print out a certificate of completion. Print this out, and send to Diane Ronsano (Benson 303) at 
dianer26@uw.edu.
	

	If visiting on an international J-1 visa, check in at the International Scholars Office (ISO), 239 Gerberding Hall, phone 206-685-8847.
	

	[NOTE:  You are required to check in on a Tuesday at 3:00 p.m. and within 30 days of arrival in the U.S.  You will need to have your passport, DS-2019 form, insurance compliance statement, and local address with you.]
	

	Inform staff of length of expected time of service at UW.       
Start date_________________________________        Anticipated End date____________________________
	


Rev. 3/4/11
Please complete this form within two weeks and return it to staff in Benson 105.  Thank you.


