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Direct Hire Intake Form 
Employee Name: _____________________________Personal Email Address: ___________________________ 
(as listed on Social Security Card) 
Local Physical Address:  _____________________________________________________________ 
______________________________________________________________________________ 

Date of Birth: _____________Home/Cell Phone Number: ____________Emplid/UCFID: __________ (7 digit number) 
(mm/dd/yy) 

Background Check Processing Questions 

1. Are you a foreign national? (F-1, J-1, H1B, TN, O-1, EAD card holder, etc.) _______ Yes ________No
A foreign national is anybody who is not a U.S. Citizen, not a permanent resident, and not a naturalized citizen. 

2. Have you had one year or more of higher education, employment or training in China, Cuba, Iran,
North Korea, Russia, Syria, or Venezuela and/or has a current affiliation (i.e., board membership,
company ownership, honorary title, etc.) with an institution or program in one of the above countries?
_______ Yes ________No

3. Do you have a Driver’s License? _______ Yes _______No

Other Pre-Employment Questions 
4. Are you a retiree from the State of Florida-administered retirement plan? ______ Yes ______No

(Retiree includes those receiving benefit payments from FRS Pension Plan, including DROP, or taken any distribution (including
rollover) from FRS investment plan, or other state administered retirement programs offered by state universities, state community 
colleges, state government for senior managers, or local governments for senior managers)

5. Do you currently hold a public or elected official position? ______Yes _________No
If yes, please indicate the Public or Elected Position Title: _______________________________________

6. The expectation is that employees will reside in Florida. Will you be living in Florida once your
employment with UCF begins?   ____________ Yes __________ No

7. Do you have any relatives who are currently employed by UCF? Persons who intend to marry or with
whom the employee intends to form a domestic partnership or other intimate relationships are included in
the definition of relative. ________ Yes _______No

If yes, please indicate the following:
Relative’s Name: _______________________________ Relative’s Department: _____________________

Employee Signature: ____________________________________________________ 

For HRBC to complete:  

1. If you are hiring an undergraduate who is conducting research, do you want them to undergo a
Level 1 background check? ______ Yes _____No _____N/A

2. Did the applicant accept an assistantship or fellowship employment offer prior to July 1, 2021?
______ Yes _____No

3. Is the applicant a UCF doctoral student that has been a GRA previously and/or that was
admitted for Fall 2022 or after?   ______ Yes _____No

Reviewed/Signed by HRBC Representative: _____________________________________ 
HRBC Use Only: Review the responses and taking the appropriate action. Attach the document to the action (hire, additional job, etc.) in Workday.  
Question 1 or 2, If individual indicated yes to either Question 1 or 2 and will be in a research position and or performing research, they fall under the Foreign Influence Law. 
An E&E background report maybe required if one has not already been completed. Please provide a reasonable hire date, as the E&E review process can take up to 60 days. In 
addition to the E&E report, the HRBC may be required to obtain additional documents from the individual to attach to the Workday Foreign Influence Questionnaire. Please see 
the UCF Foreign Influence Screening Website for a list of the required documents: https://corona.research.ucf.edu/screening-process-for-research-positions/ . 
Question 4: If individual indicated “Yes” they are a retiree, contact benefits@ucf.edu  prior to moving forward with the hire.  
Question 5: If individual marked yes that they hold a public or elected official position, and the position is legislative or judicial, and will earn more than 25k in a fiscal year 
from UCF, please confer with your HR Director/Manager prior to preceding with the hire.   
Question 6: If the individual marked no, they cannot be hired onto UCF Payroll. If you would still like them to perform services for your department, you may want to consider 
hiring them through Kelly Education. If so, complete this Kelly Education Approval Form, Do not hire as employee through Workday.  
Question 7: If the individual marked yes, they have a relative, and the individual works within the same unit, department, or college, an Employment of Relatives Form must be 
completed and approved prior to employment. Do not submit the hire action in Workday or allow them to begin working until you have the approved form back from Faculty 
Excellence of Human Resources.  

https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcorona.research.ucf.edu%2Fscreening-process-for-research-positions%2F&data=05%7C01%7CAbbee.Camen%40ucf.edu%7C34238e3a9f08449783c308db092ed59d%7Cbb932f15ef3842ba91fcf3c59d5dd1f1%7C0%7C0%7C638113869364649031%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=2j3NKyHED1DCr5qMEOJLXdmvzT7YhVhUPv1VTsIKXUw%3D&reserved=0
mailto:benefits@ucf.edu
https://hr.ucf.edu/document/exception-to-work-out-of-state-via-kelly-education/
https://hr.ucf.edu/wp-content/uploads/sites/17/EmploymentofRelativesForm.pdf
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