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Step 1 - Complete 
Immediately Upon 

Offer

Step 3 - Ongoing
Responsibilities

Student Employee New Hire Checklist 

Step 2 - Complete 
Before Work 

Begins 

• Complete your I-9 (p. 2) 
• Sign the Wage Theft Prevention Act (p. 3) 
• Receive a start date from SEO 

• Complete the Department of Biology 
Onboarding Form 

• Complete Necessary Trainings (p. 4) 
• Review Policies (p. 5-8) 
• Set up Direct Deposit (p. 9) 

• Report Time per UR Employee Guidelines 
(p. 6-8) 

• Stay up to date on relevant policies and 
trainings (p. 10-13) 

• Contact BioUGSeo@rochester.edu with 
Questions or concerns 

2 

mailto:BioUGSeo@rochester.edu


  

    
 

              
            

 
      

              
 

         
 

          
 
 

      
  

 
                

     
    
          

 
  

     
 

  
 

 

              
   

 
         

Hiring Process and Paperwork 

Jobs are posted through JobLink, which can be accessed through Blackboard. Jobs are listed for 
a minimum of 7 days, though interviews may begin during that time. 

Once you are offered the position, you may be required to complete additional paperwork, 
such as an I-9 (see below) or the Wage Theft Prevention Act (page 4). The Student Employment 
Office (SEO) will contact you to let you know what paperwork you still need to complete. Once 
all necessary paperwork is completed, you will be issued a start date by SEO. 

YOU MUST NOT BEGIN WORKING BEFORE YOUR ISSUED START DATE. 

Applying For or Renewing an I-9 
State Requirement 

Students must complete Part I of the I-9 Form at http://www.newi9.com You will need the following 
information to complete Part I: 

• Employer Code: 11968 
• Employer Location: 100000-Student Workers; (this is the first option) 

Part II requires students to present their identity documents at the the HR Service Center at 
Brooks Landing (910 Gensee St) 

For a list of acceptable documents, visit http://www.uscis.gov/i-9-central/acceptable-
documents 

Any student that previously completed an I-9 form through another University location can 
verify this information with the HR Compliance Coordinator. If you are unsure if you have 
completed an I-9 before, please call the HR Service Center (585-275-8747). 

DO NOT START WORKING BEFORE THE I-9 IS COMPLETE. 
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The Wage Theft Prevention Act (WTPA) 
State Requirement 

Students must acknowledge their wage and sign the WTPA form for compliance purposes. 

Go to JobLink through Blackboard using your Net ID and password. 
• Log into JobLink > select Applicants and Employees > then UR Hired from the Home 

Screen. 
• Read through the necessary requirements for employment. 
• At the bottom of the page, select Employee Acknowledgement. You will need the 

information from the job to complete the form (wage, job ID, etc.). Email 
bioUGseo@rochester.edu if you need any of these details. 

• Read and acknowledge your wage and primary language. 
• If your primary language is listed on the drop-down menu (Spanish, Haitian-Creole, 

Chinese, Korean, Polish or Russian), contact the UPBM office (525.275.3850 or 
bioUGseo@rochester.edu) to make arrangements to fill out the Wage Theft 
Prevention Act in your primary language. 

YOU WILL NOT BE HIRED INTO THE POSITION UNTIL THIS SECTION IS COMPLETED. 

Meal Periods 
State Requirement 

New York State Labor Law requires employees to take an uninterrupted 30-minute meal period 
when they work a shift of 6 hours or more. For hourly paid employees, this is automatically 
deducted from your time if you are working 6 or more hours. If clocking out for lunch, be sure 
to log in and out to the minute. 
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Student Confidentiality Training 
University Requirement 

The University requires all student employees to complete the Student Confidentiality Training 
via the employee training portal, MyPath. The training is paid and must be completed upon hire 
during the department on-boarding process. To ensure that you are paid for this training, log your 
hours for the time it takes you to complete it. If the training is not completed within 30 days, 
the Student Employment Office reserves the right to terminate employment. 

Visit https://mypath.rochester.edu and log on with your username and password that is used to 
gain access to UR Student. 

If you have any questions regarding this process, please contact the Student Employment Office 
(SEO) at 585.275.3226 or seo@rochester.edu. 

Occupational Safety and Health Administration (OSHA) Training 
Department Requirement 

Every undergraduate student MUST check in with Aaron Lewis by email 
(alewis36@ur.rochester.edu ) or in Hutchison 213 before starting in the lab EACH new 
semester (fall, spring, summer) regardless of whether or not the student is new or returning 
from a previous semester. This includes students who are paid, volunteering, taking an 
independent research course, or visiting. 

OSHA safety training is REQUIRED prior to starting in a laboratory. Your P.I. can tell you what training 
is required for your role. You will need to search for the training in MyPath in order to take it- it will not 
be automatically assigned to you. This training is paid, so be sure to log your time for the training in 
UKG. This should not be completed before contacting Aaron Lewis. 

Distribution of keys or swipe access must be authorized by a senior lab member (i.e., Professor, 
Postdoc, Lab Tech, etc.). Please copy (CC) your P.I. when you contact Aaron Lewis to authorize 
your access to the building/lab. 
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Work Week Hour Limitations 

The University of Rochester recommends that undergraduate students work no more than 20 
hours per week between all campus jobs during the academic year. Students are not limited to 
hours worked during the summer, holidays, and breaks. 

International Students are limited to working 20 hours per week total between all campus jobs 
while classes are in session, and up to 40 hours during breaks that are full weeks (Winter and 
Spring). 

Federal Work Study is active during the academic year only, this does not include summer 
break. 

It is your responsibility to make sure that you adhere to this guideline. 

More Than One Job at UR 

If you have more than one job at the university you will need to make certain that you are 
submitting time under the correct Employee Record. 

If you need help finding this information, please contact our office at bioUGseo@rochester.edu 
to get the correct Employee Number for your Biology student employment position(s). 
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How to Report Time in UKG 

Logging into UKG 

UKG used to track and approve hours. It can be accessed here: 
https://tech.rochester.edu/services/myurhr-ukg-ukg/ 

Students must log in with their username and password to access the system. 

Access to UKG is available off campus (or off the campus network) through a Double 
Authentication System or “DUO.” We recommend that you install DUO on your phone to access 
UKG (as well as other University applications) more easily and securely. To learn how to install 
DUO, visit this link: https://tech.rochester.edu/services/two-factor-authentication/ 

For help with UKG: ASK-URHR (585.275.8747) or ask-urhr@rochester.edu. 

Time Reporting Guidelines 

As a UR employee, it is your responsibility to log your hours daily at the start and end of each shift. 
Time must be accurate to the minute. This means that you should not be entering your 
scheduled time (e.g., 1:00pm-3:00pm), but rather the actual time worked (e.g., 12:59pm-
3:04pm). Time entered on the hour for repeated entries will be flagged by the system for 
compliance, and are subject to review by our office, your supervisor, and the Student 
Employment Office. For questions about this, email bioUGseo@rochester.edu. 

Student employees must utilize UKG to log their time. Accurate time records should reflect 
all time worked, including overtime. 

Time worked includes any time spent working on behalf of, or for the benefit of, the University. 

Employees CANNOT waive their rights to receive compensation for time worked under the law. 
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Reviewing your Timecard: You should review your timecard often to make sure that your work 
time is reporting properly. 

After you login to UKG, your time entry dashboard will look like this: 

You can enter time a few ways. 
• Punch: Use the “Punch” tile on the right side of the dashboard to enter your time. If you are clocking 

in or out of a shift, use the “In Punch” and “Out Punch” buttons. 

8 



  

 

     
     

 
           

 

 
 
 

 
 
 
 

• If you have more than one job on campus, you may not have access to the punch tile. If you don’t 
have the punch tile, you will need to directly enter your time in the timecard: 

Click the arrow in the “My Timecard” tile to open your timecard 
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Your timecard will look something like this: 

Click on the “In” section for the appropriate day, and type in your clock in time. Enter your clock out 
time by clicking on the “Out” section and typing in the time. 

If you have multiple jobs, make sure the “Assignment” column reflects the accurate position 

YOU MUST HIT SAVE AFTER YOU ENTER ANY CHANGES DIRECTLY INTO YOUR TIMECARD 

UKG will NOT automatically save your entries. 

All direct entries must be approved in the system by a timekeeper before they will appear in your 
timecard. Pending entries will be updated every Friday. 

10 



  

   
 

 
 

 
      

             
       

 
 

           
             

     
        

 
               

      
              

  
 

               
           

  
 

              
  

If you need to toggle between different pay periods, use the drop-down menu in the top right corner. 

Submitting Your Timecard and Getting Paid 

All undergraduate employees are required to obtain supervisor approval of their timecards. Time will 
not be approved until we receive supervisor approval. 

To do this, take a screenshot of your timecard screen (desktop version) for the relevant pay 
period. Email your screenshot as an attachment to bioUGseo@rochester.edu and copy (CC) 
your supervisor no later than 11:00AM every Monday. If you are unable to e-mail a copy of the 
timesheet, print it out, have your lab manager sign-off on it, and deliver it to Hutchison Hall 
Room 488 no later than noon every Monday. 

Please be aware that any last-minute changes or entries to your timecard must be approved 
by the timekeeper before you can screenshot and submit it. Email bioUGseo@rochester.edu 
with ample time before the 11:00AM deadline in order to have any last-minute changes 
approved. 

E-mail reminders will be sent out, but some deadlines may change due to holidays. Please 
note that your time will not be approved by our office unless your supervisor has officially 
approved of the time you are submitting. 

Failure to follow these guidelines will result in delayed payments and, for repeated offenses, 
possible disciplinary action. 
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Timecard Do’s and Don’ts 

DO: DON’T: 

• Enter your hours daily as they are 
worked, to the minute. 

• Screenshot your entire timecard with 
all necessary information. 

• Copy your supervisor (the person who 
assigns your hours and work) into your 
timecard email. 

• Submit your timecard by the 
11:00AM deadline. 

• Remind your supervisor to approve 
your time with our office. 

• DO NOT: Enter your hours Sunday night 
before timecards are due. 

• DO NOT: Copy only sections of your 
timecard 

• DO NOT: Only email our office without cc-ing 
your supervisor. 

• DO NOT: Wait until the last minute to 
submit. Direct entry must be approved 
by the timekeeper before 11:00AM on 
Mondays, please give us time to 
complete the change before the 
deadline. 

Payment Schedule 

Students are paid on a bi-weekly hourly (BWH) basis. Students email their timecards to the 
UPBM Office (bioUGseo@rochester.edu) by 11:00AM every other Monday in accordance with 
the payroll calendar and payment is deposited into bank accounts every two weeks on Friday. 
The payroll calendar with all payment dates and holiday exceptions can be found here: 
https://www.rochester.edu/payroll/calendars/. Please note that payment is processed through 
the UR Payroll Department. All paycheck questions should be directed to Payroll at 
585.275.2040 or payroll@rochester.edu. 

Direct Deposit 
To set up direct deposit in Workday: 

• Access Workday: From the Workday Home Page, select the Menu. 
• Navigate to Benefits and Pay: Select Benefits and Pay from the menu options. 
• Go to Payment Elections: On the navigation panel, select Pay, then Payments. Scroll

down to the Payment  '.Elections section 
• Add a New Account: 
• Select the "Add" button to add a new bank account. 
• Enter all required fields marked with a red asterisk (*). 
• Click "OK" to save the new account information' . 

Edit Payment Elections:
• To edit existing payment elections, select "Edit" in the Payment Elections table. 
• You can add a new payment election by clicking the Add icon or remove one by 

clicking the Minus icon. 
12 
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• Adjust the distribution of funds by selecting options in the last column titled
Balance/Amount/Percent 

• Finalize Changes: After making the necessary changes, select "OK" to complete the 
setup 

Note: You can add up to ten accounts, and any changes will be reflected in the paycheck for 
the following pay period. 

Tax Forms 
1. Tax forms will still be available in HRMS through April 2025: visit http://www.rochester.edu/people 
2. In Main Menu, select “Self-Service”>”Payroll and Compensation” 
• View W-4 Tax Information 
• View W-2/W-2c Forms 
• Elect to receive digital copies of your Wage and Tax Statements (W-2/W-2c Consent 

Forms) 
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Unpaid Internships 

Definition – What Constitutes an Unpaid Intern? 

According to the Fair Labor Standards Act (FLSA) and New York Labor Law, the determination of 
whether a student may be appropriately classified as an unpaid intern depends upon all of the 
facts and circumstances. Per the Federal Department of Labor, the following six criteria suggest 
that an individual may be appropriately classified as an unpaid intern: 

1. The internship, even though it includes actual operation of the facilities, is similar to 
training that would be given in an educational environment; 

2. The internship experience is for the benefit of the intern; 
3. The intern does not displace regular employees, but works under close supervision of 

existing staff; 
4. The employer derives no immediate advantage from the activities of the intern; and in 

most cases its operations may actually be impeded; 
5. The intern is not necessarily entitled to a job at the conclusion of the internship; 
6. The employer and the intern understand that the intern is not entitled to wages for the 

time spent in the internship; 
If all the above factors are met, an employment relationship does not exist under the FLSA or 
NYS laws, and the person may be classified as an Unpaid Intern. 

If you have further questions about unpaid internship policies and procedures, please contact 
bioUGseo@rochester.edu. 

Unpaid Interns – Onboarding Procedures 

If you are offered an unpaid internship in a laboratory, you and your supervisor/PI are required 
to submit paperwork to the UPBM Office prior to beginning ANY work. Please reach out to 
bioUGseo@rochester.edu promptly so that we can help you with the necessary paperwork, 
which includes: 

• A signed copy of the UR Intellectual Property Agreement 
• A photocopy of your current Health Insurance card 
• A letter verifying that you are enrolled at the University (you can contact the registrar’s 

office about this) OR a copy of your transcripts. 
• A copy of your offer letter that your PI sent you, dated with your signature, which 

includes start and end dates for the internship. 
Additionally, before you can begin you must contact Aaron Lewis (alewis36@ur.rochester.edu) 
regarding the required trainings and the check in procedure. If you cannot submit these 
digitally, please contact bioUGseo@rochester.edu to set up a time to bring the documents 
to 488 Hutchison Hall. 

Once these are filed with the UPBM Office, you may begin work. 
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Bill of Rights 

“Bill of Rights" for Biology Undergraduate Researchers 

As an undergraduate researcher, you are undergoing an apprenticeship that will be informative 
as you determine your future career plans. Your research activities will be mentored by a more 
experienced academic (professor, post-doctoral researcher, and/or graduate student) who will 
advise you on meeting the goals of your project. The following are what you are entitled to 
receive from participation in undergraduate research: 

1. Encouragement for intellectual growth: You should feel like you are meaningfully 
contributing to the creation of new knowledge in your field. For example, your work 
could test a hypothesis or develop a useful technique. In either case, unexpected results 
(e.g., learning how not to do something) are still an important contribution. You should 
experience active teaching of techniques and receive timely feedback on your work. You 
should also expect to participate in lab maintenance. These tasks help you and your 
colleagues to perform research and are a normal part of lab citizenship. They should not 
be the majority of your effort. 

2. Psychosocial support: Participating meaningfully in research has the benefit of 
introducing you to a 'community of practice' – a place where you and your lab 
colleagues improve and refine ideas by building on productive interactions and 
collaboration with individuals possessing different levels of expertise. Along with doing 
research, you are forging new connections with others in your field. For ideas and 
relationships to flourish, your research environment should be a welcoming, supportive, 
and non-exclusionary community. Abusive, racist, or belittling behaviors are not 
acceptable. 

3. Clear expectations: Your mentor should be transparent about the time commitment 
expected of you. UR expects undergraduate researchers performing independent 
research (BIOL 395) for four credit hours to spend ~10 hours per week on average 
on their project. If you are asked to do an amount of work that is outside these 
general guidelines, it is your right to raise concerns with your mentor, and you 
should feel empowered to do so. Some labs and projects will have more flexibility 
than others. Your mentor should clearly communicate their expectations of your 
work schedule. They should also communicate how independent you need to be, 
and any additional lab- or project-specific behavior that is required. 

4. Personal Safety: You have a right to a safe working environment. Laboratory work may 
sometimes involve the use of hazardous materials, including but not limited to 
potentially harmful chemicals and infectious agents. Before undertaking any lab work, 
you should be trained to identify the risks involved and best practices for minimizing 
those risks. Laboratory safety is a shared commitment, and your PI is ultimately 

15 



  

                
           

 
               

             
               

         
              

 
               
        

       
        

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

responsible. You are entitled to ask them about any and all safety concerns, and also to 
decline to undertake any procedures/experiments that you don’t feel comfortable with. 

5. Career benefits: You can consider your lab experience as an exploration of your career 
interests, and you should feel comfortable leaving the lab (or ending the experience for 
another lab) if you ultimately decide to pursue other interests. By the end of a research 
experience, a professor (or mentor) should know the strengths and weaknesses of a 
particular student well enough to be able to write a useful letter of recommendation. 

Undergraduate research is expected to be a positive learning experience. If you have questions or 
concerns about your lab’s expectations or working environment, you are strongly encouraged to reach 
out to your Peer Advisors in the Department of Biology (https://rochester.edu/college/ccas/peer-
advisors/) or Dr. Sina Ghaemmaghami (undergradresearch@ur.rochester.edu) in the Office of 
Undergraduate Research. 

16 

mailto:(undergradresearch@ur.rochester.edu


  

   
 

 
 

 
               

   
 

                 
 

 
     

    
 

               
    

 
             

   
   

 
 
 

 

Resources and Troubleshooting 

To read more about University policies that apply to student workers (particularly overtime, 
shift differential, and paid sick leave), visit https://www.rochester.edu/student-
employment/policies/. 

For more information about Federal Work Study, including how it works, who is eligible, and 
rates, visit https://www.rochester.edu/student-employment/federal-work-study/. 

For technical issues with myURHR, UKG or MyPath, call Univ IT Help Desk (585) 275-2000 or email 
univithelp@rochester.edu. 

For URHR questions or problems: 
Contact ASK-URHR (585.275.8747) or ask-urhr@rochester.edu 

For Payroll questions or problems, report them directly to UR Payroll and Employee Records at 
(585) 275-2040 or Payroll@ur.rochester.edu. 

For questions about your timecard approval, or general questions or concerns about student 
employment, please email bioUGseo@rochester.edu, or visit our office at 488 Hutchison Hall during 
operating hours (Monday-Friday, 8:00am-4:00pm). 
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