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3.236 RCUH New Hire Document Processing Policy

l. Policy

It is the policy of RCUH to ensure that related legal and regulatory requirements are fulfilled, to
allow for adequate processing time to place an individual onto RCUH payroll and benefit plans,
and to minimize possible employment liabilities.

The selectee must not start working until the RCUH Human Resources Department reviews the
appointment documents and provides hire confirmation and clearance to hire via email to
Principal Investigators and/or Designees. All selectees hired as RCUH employees must
complete the appointment documents using the online Electronic Hiring System (EHS).
Employment of the selected individual(s) is dependent upon program/operational needs,
satisfactory work performance, availability of funds, and compliance with applicable
federal/State laws.

Il. Applications

This policy applies to all Principal Investigators and/or Designees who hire individuals
through the RCUH. This policy also applies to all prospective employees who are being hired
through RCUH (regardless of employment status or category).

Ill. Responsibilities

A. Prospective New Hire

1. Complete new hire documents using RCUH’s online Electronic Hiring System (EHS)
as soon as possible. RCUH Human Resources will send an email with login
information.

2. Contact your Pl/project representative or RCUH Human Resources to complete the
Form I-9, Employment Eligibility Verification, in person. Bring original documents
(see Form [-9, Lists of Acceptable Documents) for review to properly complete
Form I-9.

3. Produce any other required pre-employment and/or post-offer documents as
noted on the final step on EHS and/or in RCUH Human Resources new-hire
documents follow-up email.

4. Do not start work until approval is given by an RCUH Human Resources
representative with an approved start date of employment.

B. Principal Investigator

1. Ensure the hire completes the new hire documents via RCUH’s online Electronic
Hiring System (EHS).

2. Ensure the hire schedules an in-person appointment with RCUH Human Resources
to complete Form -9, to verify employment eligibility. If the hire is unable to meet
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3. with RCUH Human Resources, the Pl/Designee will be required to meet the individual
to obtain and examine original identity and employment authorization documents
and complete Form I-9. Pl/Designee must forward -9 and supporting documents to
RCUH Human Resources for review.

4. Do not allow the selectee to start work until approval is given by RCUH Human
Resources.

C. RCUH Human Resources
1. Final review of Form |-9 to ensure compliance with applicable federal law.
2. Final review of all other applicable pre-employment and/or post-offer documents.

3. Notification to Principal Investigator and hire with approved start date of
employment.

IV. Details of Policy

Selectees who have been identified to fill an RCUH job vacancy (Regular-Status employee)
must follow the procedures described in the “Procedures” section below prior to
commencing work. Failure to follow the procedures may result in rescindment of the job
offer.

V. Procedures
A. Procedures for the Principal Investigator/Designee

1. Principal Investigator Must Approve Online ARSS After Job Offer Is Accepted (for
Recruitment Only): After the job offer is accepted, you must access the Applicant
Review Selection Summary (ARSS), approve Step 5 in the Authorize panel, and save
action. Once saved, an automatic email will be sent to the prospective selectee
with login information (Login ID & Access Code) to the online Electronic Hiring
System (EHS).

2. Principal Investigators May Need to Complete Section 2 of Form I-9: If the
selectee is not able to meet with an RCUH Human Resources representative, you
will be required to meet with the selectee to examine the original identity and
employment authorization documents, ensure the selectee has correctly
completed Section 1 of the Form -9, and you will complete Section 2. Pl must
forward the completed Form -9 and supporting document(s) to RCUH Human
Resources for review. Upon confirmation of accurate completion, the original Form
I-9 document(s) (Section 1 & Section 2) must be mailed to the RCUH Human
Resources Office immediately.

3. RCUH to Provide Start Date for New Hire: New hires are not approved to start
employment until they receive confirmation by RCUH Human Resources.

B. Procedures for the Prospective New Hire/Selectee

1. Selectee Must Complete New Hire Appointment Documents Online: After the job
offer is accepted by the prospective employee, the individual will receive an email
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with login information (Login ID & Access Code) for the online Electronic Hiring
System (EHS). The online new hire appointment documents must be completed as
soon as possible but no later than two (2) business days prior to the recommended
start date. At this time, the most compatible web browser is Firefox (ensure
cookies are deleted, pop-up blocker is off). The EHS is not compatible for
completion via mobile devices.

. Selectee Must Have Manual Hardcopy Forms Completed (if applicable): Though

most of the forms can be submitted electronically, there are a few forms which
require manual handling and completion. This includes the Form [-9, which
requires that the individual produces original identification and employment
authorization documents to a project representative or RCUH Human Resources
representative.

Appointments with the RCUH Human Resources Office must be scheduled: If the
prospective employee is unable to meet with an RCUH Human Resources
representative, a project representative will be required to meet with the
individual to examine original identification and employment authorization
documents and ensure the selectee has correctly completed Section 1 of the
Form I-9 and complete Section 2.

Individuals who are unable to meet in person with the Project or RCUH Human
Resources Representative (i.e., out-of-state hires) must bring their completed
Form I-9 and original identification and employment authorization documents to a
Notary Public. The Notary Public will act as the RCUH’s authorized representative
in examining the documents and witnessing the employee’s signature, as well as
completing and signing Section 2 of the Form 1-9. The selectee must forward the
Form I-9 and supporting documents to RCUH Human Resources for review. Upon
confirmation of accurate completion, the original Form I-9 document (Section 1 &
2) must be mailed to the RCUH Human Resources office immediately.

Selectee May Be Required to Complete Other Forms: Other required documents
(i.e., copies of certifications, clearances, Dual Employment Form, Employment of
Relatives and Other Close Relationships Form, etc.) may be attached via EHS,
mailed, faxed, or hand-delivered to the RCUH Human Resources office. Refer to
applicable policies on Dual Employment and Employment of Relatives for more
information

Selectee May Not Start Work Until RCUH Approval Is Given: The job offer is
contingent upon (1) the individual completing the online electronic hiring
documents (EHS) and (2) RCUH Human Resources reviewing the new hire
documents and approving the hire. Therefore, the prospective employee is not
allowed to start working until approval is given by the RCUH Human Resources
Department.



http://help.rcuh.com/@api/deki/files/742/=DualEmploymentFormE-5.pdf
http://help.rcuh.com/@api/deki/files/741/=Form_D-61_Employment_of_Relatives_Form_(rev_2014).pdf
http://help.rcuh.com/@api/deki/files/741/=Form_D-61_Employment_of_Relatives_Form_(rev_2014).pdf
http://help.rcuh.com/Policies_and_Procedures/3.000_Human_Resources/3.255_RCUH_Employment_of_Relatives_and_Other_Close_Relationships
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6. E-Verify (After Hire Approval): RCUH participates in E-Verify and will provide the
federal government with the Form [-9 information to confirm the individual is
authorized to work in the U.S. RCUH Human Resources will perform the E-Verify
process no later than the third business day after the employee starts work for pay.
The employee may continue to work during the E-Verify verification process. For
more detailed information on E-Verify, please visit the E-Verify website.

VI. Contact

RCUH Employment: (808) 956-7307
rcuh_employment@rcuh.com

VII. Relevant Documents

Policy 3.255 RCUH Employment of Relatives and Other Close Relationships
Electronic Hiring System (EHS)

Form I-9, Employment Eligibility Verification

I-9 Central

M-274, Handbook for Employers, Guidance for Completing Form [-9
E-Verify

E-Verify Participation Poster

Right to Work Poster (English)

Right to Work Poster (Spanish)

Date Revised: 09/22/2003, 07/02/2007, 01/27/2011, 05/01/2011, 05/30/2013,
05/28/2014, 04/06/2015, 5/24/16, 08/14/16, 11/14/16, 4/12/2017, 08/08/2017,
10/23/2017,07/29/2021, 08/01/2024


mailto:mrcuh_employment@rcuh.com
https://www.rcuh.com/3-000/3-200/3-255/
https://hr.rcuh.com/psc/hcmprd_exapp/EMPLOYEE/HRMS/c/RCUH_CUSTOM.RCUH_NEW_HIRE_BEN.GBL?&
https://www.uscis.gov/i-9
https://www.uscis.gov/i-9-central
https://www.uscis.gov/i-9-central/handbook-employers-m-274
https://www.uscis.gov/e-verify
https://www.e-verify.gov/sites/default/files/everify/posters/EVerifyParticipationPoster.pdf
https://www.e-verify.gov/sites/default/files/everify/posters/EVerifyParticipationPoster.pdf
https://www.uscis.gov/sites/default/files/USCIS/Verification/E-Verify/E-Verify_Native_Documents/IER-RightoWorkPoster.pdf
https://www.uscis.gov/sites/default/files/USCIS/Verification/E-Verify/E-Verify_Native_Documents/IER-RightoWorkPosterES.pdf

