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What is an HR Liaison? 
Roles and Responsibilities 
As an HR Liaison (HRL), you are both a strategic partner with HR & Payroll and departmental resource. HR Liaisons 

assess and anticipate HR-related needs for their department/unit/school/college, communicate HR & Payroll 

information proactively to faculty and staff, submit HR & Payroll forms and transactions, and help faculty and staff 

with their HR & Payroll issues, or connect them to the appropriate resource or person in the HR & Payroll office for 

further assistance. 

HR Liaisons are responsible for: 

• Providing policy guidance and feedback to HR & Payroll 

• Maintaining a working knowledge of legal requirements related to day-to-day management of employees, 
reducing legal risks, and ensuring regulatory compliance 

• Processing personnel transactions according to HR policy, procedures, and deadlines 

• Managing data change requests in a timely manner 
 

For example, if you notice that there are 5 faculty members in your department talking about planning to retire 

next year, we want HRLs to reach out to the benefits team to make sure we are aware and in contact with those 

who may need assistance through the retirement process. Or, perhaps there is a policy HR is drafting and you 

foresee departmental challenges we may not realize – we count on you to share those concerns with us. 

Your colleagues on the HR & Payroll team are your active partners in your HR Liaison Role. Should you have any 

questions or concerns, we invite you to reach out to us so we can help! 

HRL Meetings 
HR Liaison meetings are held on a quarterly basis, although other meetings may be scheduled in response to timely 

announcements or updates. Invitations to HRL meetings are sent via Instant HR email announcements; meetings are 

video-conferenced to the Arlington and SciTech campuses, as well as other remote campuses and locations, and are 

usually recorded for those who cannot attend. Meetings consist of legislative updates (so you can be aware of any 

changes that may be coming from the Commonwealth), updates from various HR teams, and a training opportunity.  

HR Trainings 
HR & Payroll’s Organizational Development, Learning, and Coaching team offers training on EPAF submission, the 

hiring process, performance appraisals, supervisory topics, and more. Please visit their website at Organizational 

Development & Learning – HR & Payroll (gmu.edu) to see the current offerings. To request training for your team, 

please contact hrlearn@gmu.edu.  

HR Liaison Listserv 
Human Resources and Payroll regularly communicates changes through our Instant HR/Payroll listserv.  If you are 

not getting these emails, please email hrdm@gmu.edu requesting to be added to the HR Liaison listserv as the 

point of contact for your department.   

https://hr.gmu.edu/organizational-development-learning/
https://hr.gmu.edu/organizational-development-learning/
mailto:hrlearn@gmu.edu
mailto:hrdm@gmu.edu
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Data Security and Standards  
Security 
HR Liaisons have access to highly confidential and sensitive information.  It is the HR Liaison’s responsibility to read 

and understand all pertinent University security standards and protocols.  Please air on the side of caution before 

giving out sensitive information.  The following is not permitted: 

• Updating or viewing your own Banner records 

• Sharing Social Security Numbers via email, whether it is typed or scanned 

• Giving out salary or pay information to unauthorized individuals 

• Never save sensitive information on your computer’s hard drive.  Always save sensitive files on the shared 

drive.  If it is a file you would not like to be available for viewing to everyone with shared drive access, you 

can save it under “mydata” which is only viewable to you.   

Standards 
Information in Banner must be formatted in specific ways. Please refer to the Data Standards Document 

to ensure proper formatting of names, titles, etc.   

Systems of Record 
Banner 
Mason Administrative Systems - George Mason University 

Banner is the system that Mason uses for all record keeping, updating, and reporting for Human Resources, 

Registrar, Provost, Admissions, etc.  Banner is used for many purposes.  Information from Banner HR may impact 

the data generated for other departments.  For instance, an HR record for a GRA will impact whether that student 

is considered a full-time student on the Registrar side.   

Access 
Access is given to individuals, based on their job duties, to view certain screens and orgs, and update information 

in the system. 

Those that will be submitting EPAFs must attend an EPAF training and submit a Banner Administrative Systems 

Accounts Request in order to get access to the HR system.   

EPAF training is available online through MasonLEAPS. In-person training is no longer offered. The request form will 

be given at training and can also be accessed through Patriotweb. EPAF submitters must also take an EPAF 

refresher course, each year, to maintain access.  The refresher course can be accessed through MasonLEAPS 

MasonOnBoard 
MasonOnBoard is the system of record for all initial hiring and compliance paperwork for all employees.  HR Liaisons 

are ONLY responsible for submitting MasonOnBoard packets for non-benefitted employee types.  Welcome letters 

and resumes for wage, student wage, and Work-Study employees should be uploaded as an attachment within the 

MasonOnboard packet.  Central HR will initiate and complete MasonOnBoard packets for all benefitted employees.   

Access 
After you are given access to EPAFs, you will be invited to attend a MasonOnBoard training to get access to this 

system.  Access is granted to employees that attend both EPAF training and MasonOnBoard training.  Once you have 

attended EPAF training, you will be invited to MasonOnBoard training to get access to submit hiring packets.  

  

https://patriotweb.gmu.edu/data-standards-doc.pdf
https://patriotweb.gmu.edu/admin/
https://masonleaps.gmu.edu/
https://patriotweb.gmu.edu/gmuhelp/access_procedure.html
https://masonleaps.gmu.edu/
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eWork 
PeopleAdmin is the Applicant Tracking System (ATS) Mason uses to keep track of open positions, candidate 

applications, and candidate hiring proposals. Commonly referred to as eWork among Mason employees, 

PeopleAdmin can be utilized to review all application materials and can provide metrics on applicant demographics 

and hiring practices. The software is also used to select position advertising options with Mason’s third-party 

advertising agency, Greystone.  

 

Access 
Access to PeopleAdmin is granted to Mason employees based on their job function. “Initiator” access is given to 

those who will initiate job postings as well as transition candidates (hired, not hired) during the search process. 

Typically, these individuals are often the department’s HR Liaison and/or search committee coordinators. One 

individual in each department is granted “Department Approver” access as a secondary departmental review before 

each posting is sent to Human Resources for compliance and editing review. In order to be granted PeopleAdmin 

access, users must complete and submit an eWork User Access Request Form. Once HR receives the form with the 

appropriate signatures, access will be granted. 

Request Tracking System 
The Request Tracking system is used to hire Instructional and Research Faculty.  This system is maintained and 

updated by the Office of the Provost.   

Access 
Log in to the system with your Mason NetID and password and create a user profile. 

Resources 
Faculty Hiring Workflow Instructions  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://hr.gmu.edu/forms/#ework-forms
https://hr.gmu.edu/hiring-quick-links/#:~:text=Guide%20to%20Creating%20and%20Approving%20a%20Faculty%20Hiring%20Proposal%20(PDF)
https://hr.gmu.edu/hiring-quick-links/#:~:text=Guide%20to%20Creating%20and%20Approving%20a%20Faculty%20Hiring%20Proposal%20(PDF)
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Employee Classification Overview 
Employee classifications are designated by their employee type, pay schedule, and FLSA status.   

 Employee 

Classification 

FT/PT 

Employee Type 
Pay 

Schedule  
FLSA Status Timesheet method 

Benefitted/ 

Permanent 

     

Classified CE/PE Classified SM Exempt submits timesheet, records leave 

 CN/CP Classified SM Non-exempt submits timesheet, records all hours 

 CB/CD Classified BW (26) Exempt submits timesheet, records leave 

 NC/CW Classified BW (26) Non-exempt submits timesheet, records all hours 

 LE Law Enforcement BW (26) Non-exempt submits timesheet, records all hours 

Faculty FR/PR 12 Month Research SM Exempt submits timesheet, records leave 

 FG/PG 9 Month Research SM Exempt leave tracked by department 

 FI/PI 12 Month 

Instructional 

SM Exempt submits timesheet, records leave 

 F9/PG 9 Month Instructional SM Exempt leave tracked by department 

 FA/PA Admin/Prof Faculty SM Exempt submits timesheet, records leave 

 AF Admin/Prof Faculty  BW (26) Exempt submits timesheet, records leave 

Non-benefitted/ 

Temporary 

     

 AD Adjunct SM Exempt no timesheet 

 GR Graduate Research 

Assistant 

SM Exempt no timesheet 

 GA Graduate Teaching 

Assistant, Lecturer, 

or Graduate 

Professional Assistant 

SM Exempt no timesheet 

 RA Resident Assistant SM Exempt no timesheet 

 MP Miscellaneous SM Exempt no timesheet 

 WG Wage BW (26) Non-exempt submits timesheet, records all hours 

 SW Student Wage BW (26) Non-exempt submits timesheet, records all hours 

 WS Work-Study BW (26) Non-exempt  submits timesheet, records all hours 
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 Benefitted Employee Overview 
 

Benefitted Employee Classifications 
Classified 
Governed by the Department of Human Resource Management.   

Faculty 
Instructional 

Governed by the Faculty Handbook.  Faculty whose regular assignment is at least 50 percent instruction.    

Research 

Governed by the Faculty Handbook.  Faculty whose regular assignment is at least 50 percent research.      

Administrative/Professional 

Defined and governed by the Administrative/Professional Faculty Handbook.  

http://www.dhrm.virginia.gov/
https://learn-us-east-1-prod-fleet01-xythos.content.blackboardcdn.com/blackboard.learn.xythos.prod/5a30bcf95ea52/34875233?X-Blackboard-Expiration=1654030800000&X-Blackboard-Signature=M7haznsiaYSRT5sC62F66%2Fft19F6yEjgteXT1H3uG5c%3D&X-Blackboard-Client-Id=200078&response-cache-control=private%2C%20max-age%3D21600&response-content-disposition=inline%3B%20filename%2A%3DUTF-8%27%27GMU_FACULTY_HANDBOOK.pdf&response-content-type=application%2Fpdf&X-Amz-Security-Token=IQoJb3JpZ2luX2VjEDkaCXVzLWVhc3QtMSJHMEUCIQDgNvRxLauoYlglKwFK2AsSSHFlYP%2BK7ABktbStR3mDzwIgNE1ZmEzvtzj4XgitVW6KJSJRc3FpL5cWoCebtvBNIfwq0gQIMRAAGgw1NTY5MDM4NjEzNjEiDA6b0c67BzcaZRLkCSqvBAWC56Ier3DiN%2Bie%2BlQqraM%2F1Z9TKJ9buJXLAP49rNFPzVQjrfB5A38n%2FwfHuEde26GpN55fmQHwLVfIhNRj1a5RqNRwrIFysY79LyNLvEI3GawOHfH72usccX3rXSJTFokd1%2BCVe4BsKEjJIMbzCJh9G1DAAU6B1sCd9NSexOFRW9jIvjzdSJEEQLTZQnlDiOq026QznHpWLByngLivODG0pAQAiu%2BTEQPe0kQrikmKLbqxuc%2BO%2Bgs%2BCHNTwzwavI8YNjG7mltaPDaYhwcrnumXfS073G3CUGUmvlbhhnoCUEQ1j1yrvuBt7nndLStMXAwptd3v1VBrGAXW5n6CZNnNDb%2Bj%2BH5lZ3r2Z57WwaQS2ADJ41SFbCg3JSQJBxqoMWDWpO4EnmmIClMPTWZkx3rrxKB3p0Dl9KvsTo%2BBLi4IebH7zaX7lfedN3QSCp04TRPT%2F8YSNIzEPCotGHv7JpIOQ57tn4i5DQ5DygmfBY%2ByakcMzJuMHh5Jwwfr5uyviYwEVas8gHPcKaY0nvfwtAdXF4Xi8Nq8RWN3YXv4ixNvafFJI%2F8KkAdGNUiyBLgHmUypbuInNCU%2BLFaAs62WGINjxKgzbiY8qDxbgGDTknPDftD4AOw4H1gZQC6OdUAHgyEIEggOOGallAV53GVtXRhpA%2BP2B53JCpOQxAUTRX8yJayF99jDWhXBfaoYiVsW23jO6l%2BelByeREt6mZeF%2B2wqVUNmaizKIMCEepvVDW8w2YDZlAY6qQHoDzP5ibR8k6Tht3qayOQ9ulXHo6%2FFdIjuE5ErttZgp5J%2BaztHN2gz2L6P%2BWBmg6b5%2Bi%2BTjeTf6VbNedupbgzfVntnU9eRhPXvhxJsJVaLhqcvtli2alCwf6XJfNfe%2BucrcPQ%2FWhkvbF61tfoMv9hQSCbYXw2KLHgob4OJ7FInH7RM4duhwFcGGx2h%2BQqtcfAF53HY2xL7hmIiJ4moEzqgkX7lllt2PObB&X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Date=20220531T150000Z&X-Amz-SignedHeaders=host&X-Amz-Expires=21600&X-Amz-Credential=ASIAYDKQORRY27FXN47H%2F20220531%2Fus-east-1%2Fs3%2Faws4_request&X-Amz-Signature=9d0e8f05fe2097ddc05e124fa2f25653f391ce171f8f792c9d11471ebe272ab0
https://learn-us-east-1-prod-fleet01-xythos.content.blackboardcdn.com/blackboard.learn.xythos.prod/5a30bcf95ea52/34875233?X-Blackboard-Expiration=1654030800000&X-Blackboard-Signature=M7haznsiaYSRT5sC62F66%2Fft19F6yEjgteXT1H3uG5c%3D&X-Blackboard-Client-Id=200078&response-cache-control=private%2C%20max-age%3D21600&response-content-disposition=inline%3B%20filename%2A%3DUTF-8%27%27GMU_FACULTY_HANDBOOK.pdf&response-content-type=application%2Fpdf&X-Amz-Security-Token=IQoJb3JpZ2luX2VjEDkaCXVzLWVhc3QtMSJHMEUCIQDgNvRxLauoYlglKwFK2AsSSHFlYP%2BK7ABktbStR3mDzwIgNE1ZmEzvtzj4XgitVW6KJSJRc3FpL5cWoCebtvBNIfwq0gQIMRAAGgw1NTY5MDM4NjEzNjEiDA6b0c67BzcaZRLkCSqvBAWC56Ier3DiN%2Bie%2BlQqraM%2F1Z9TKJ9buJXLAP49rNFPzVQjrfB5A38n%2FwfHuEde26GpN55fmQHwLVfIhNRj1a5RqNRwrIFysY79LyNLvEI3GawOHfH72usccX3rXSJTFokd1%2BCVe4BsKEjJIMbzCJh9G1DAAU6B1sCd9NSexOFRW9jIvjzdSJEEQLTZQnlDiOq026QznHpWLByngLivODG0pAQAiu%2BTEQPe0kQrikmKLbqxuc%2BO%2Bgs%2BCHNTwzwavI8YNjG7mltaPDaYhwcrnumXfS073G3CUGUmvlbhhnoCUEQ1j1yrvuBt7nndLStMXAwptd3v1VBrGAXW5n6CZNnNDb%2Bj%2BH5lZ3r2Z57WwaQS2ADJ41SFbCg3JSQJBxqoMWDWpO4EnmmIClMPTWZkx3rrxKB3p0Dl9KvsTo%2BBLi4IebH7zaX7lfedN3QSCp04TRPT%2F8YSNIzEPCotGHv7JpIOQ57tn4i5DQ5DygmfBY%2ByakcMzJuMHh5Jwwfr5uyviYwEVas8gHPcKaY0nvfwtAdXF4Xi8Nq8RWN3YXv4ixNvafFJI%2F8KkAdGNUiyBLgHmUypbuInNCU%2BLFaAs62WGINjxKgzbiY8qDxbgGDTknPDftD4AOw4H1gZQC6OdUAHgyEIEggOOGallAV53GVtXRhpA%2BP2B53JCpOQxAUTRX8yJayF99jDWhXBfaoYiVsW23jO6l%2BelByeREt6mZeF%2B2wqVUNmaizKIMCEepvVDW8w2YDZlAY6qQHoDzP5ibR8k6Tht3qayOQ9ulXHo6%2FFdIjuE5ErttZgp5J%2BaztHN2gz2L6P%2BWBmg6b5%2Bi%2BTjeTf6VbNedupbgzfVntnU9eRhPXvhxJsJVaLhqcvtli2alCwf6XJfNfe%2BucrcPQ%2FWhkvbF61tfoMv9hQSCbYXw2KLHgob4OJ7FInH7RM4duhwFcGGx2h%2BQqtcfAF53HY2xL7hmIiJ4moEzqgkX7lllt2PObB&X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Date=20220531T150000Z&X-Amz-SignedHeaders=host&X-Amz-Expires=21600&X-Amz-Credential=ASIAYDKQORRY27FXN47H%2F20220531%2Fus-east-1%2Fs3%2Faws4_request&X-Amz-Signature=9d0e8f05fe2097ddc05e124fa2f25653f391ce171f8f792c9d11471ebe272ab0
https://learn-us-east-1-prod-fleet01-xythos.content.blackboardcdn.com/blackboard.learn.xythos.prod/5a30bcf95ea52/34413954?X-Blackboard-Expiration=1654041600000&X-Blackboard-Signature=ZljpbVZNw2VAaNOuO0FdQD2Q0k2uelSDHCONiVDbmHE%3D&X-Blackboard-Client-Id=200078&response-cache-control=private%2C%20max-age%3D21600&response-content-disposition=inline%3B%20filename%2A%3DUTF-8%27%27AP%2520GMU_FACULTY_HANDBOOK.pdf&response-content-type=application%2Fpdf&X-Amz-Security-Token=IQoJb3JpZ2luX2VjEDoaCXVzLWVhc3QtMSJGMEQCIFkO2yfHuA2WrjybT9ur0KLFny%2FDa4gkT0Ko3aM51D2%2FAiAhwapXc2o8TcDd07zN8jYw7VSBRrNB2fjjAiWNpmbNRyrSBAgzEAAaDDU1NjkwMzg2MTM2MSIMP4aYtvSryhXHMtdxKq8E%2FawSY%2FWdGSV1uvDc3CtAiqVsVEg8H0UTHV8VZPZrjfUkYTIZRO2VQWoqz5FgRCv7Uer9PNnUOl0opill7SwmM4HTGXYkpCclW4XKtnJOwKvPRZJT6XI4b%2FEI0cRVVnUnufhTlL9YOCnGl0pemEeFUYYfujrsQ7d9SWgGTZVaOG5fdpQJsLEcG0YKMBhXiIIPIiMub4cSf3Ct48fyD7DWtHy5%2FSbun%2Bh1QiT1CB0yYWDRQ2k3cpNkQvQjcLqpJ2KJW3SMLKNuAFiphC3SBV8T%2FTVaAX3aUBCLJO7aiQttJjiYxPFd25DwqA9IbzV%2F%2F3Iio3CY0kvdr7yeGUo9h8ysyaZKbOohshGn9dMxh4K34lW2WL9co%2BPNqfWikR8aa82O4vSvocPFGCYfayyiCOOMCGukPMkqIw2%2FfX1SBpq6RkqwyxrwIUjusF%2F73fQgm6m1%2BgkxIvGg67ke5CmYALRS6nX3SARflMjWwHKiCGKta6UB9SZkmLcsZKRc0Q087c81NN0Pvb7khfdypdk%2BdRVntBTfmCrSBQJW8%2BrTDZ4A0Nn9qVWQjQqdqatadKDQxaqmy02uUGdrIQAefjX1r7rT0PyFH8tv%2FRk1hxbyxcvPTfflUdvPmTAh%2F305d9JNETHWxor%2FnhWj%2FdKQkWymAi1AG96xRNcr1m1GOBWT4dd8ePns%2FNo04t44msLF4GKGB3vv24WR695%2F9zXipoFo1l4Mw1xmSxuH0n4VGDf1II9CsjCVpdmUBjqqAQRFyR2GobDgqN4dKrQ20SwpVc%2FnV7R7IFLt8R3Q%2BOp18mF8EeRWJBowITUC7wvX5j2HOwOb2ZNydwYnjNKqK%2BkJqS7XGlMQ6vHJ1z6AhGUxK4Fr5Ex%2BXoCvj4PpcRyKAXGYNZyMKwMJxpW%2BEBcOfp6Ew3XKYmaJZ5foRnMzKF%2F1yVQ82wjkMELQt78GB0c14dIyJMZidHUtKF2AOpjeR5XsJojU7ziMnQ9s&X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Date=20220531T180000Z&X-Amz-SignedHeaders=host&X-Amz-Expires=21600&X-Amz-Credential=ASIAYDKQORRY67Z32QEV%2F20220531%2Fus-east-1%2Fs3%2Faws4_request&X-Amz-Signature=8aef23b4e2f083a855641b12c60a950dd83b7369db039aebd082964f240d215b
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Benefitted Employment Hire Process 
Benefitted, or “permanent” employees are those that are hired into benefits eligible positions on a continuous 

assignment.  These include: classified staff, administrative faculty, and instructional and research faculty.   

 
 

 

Classified Staff 

Overview 

Administrative Faculty 

Overview 

Instructional/Research Faculty 

Overview  

 

HR Liaison will create job 

posting and submit for approval 
HR Liaison will create job 

posting and submit for approval 

HR Liaison will create job 

posting and submit for approval 

Search participant(s) selects 

candidate 

Search procedures overview 

HR Liaison will initiate a Hiring 

Proposal for approval via 

eWork 

https://jobs.gmu.edu/hr/ 

 

 

HR Liaison will initiate a Hiring 

Proposal for approval via eWork 

https://jobs.gmu.edu/hr/ 

 

HR Liaison will initiate a  

Hiring Proposal for approval via Request 

Tracking System (RTS) 

https://rts.gmu.edu 

 

 Once Hiring Proposal is 

approved by Department 

approver and the Central HR’s 

Talent Acquisition team, the 

Talent Acquisition team will 

extend an offer and 

communicate any questions or 

concerns to Hiring Proposal 

Initiator 

Once candidate 

accepts, Talent Acquisition 

team will send the new 

employee a welcome letter 

while cc'ing the HR Liaison.   

All hiring paperwork through 

the online onboarding system 

and Banner entry will be 

initiated and entered 

by Central HR. New employee 

completes the second part of 

I-9 in the NEW Center on 

his/her first day of work 

Once Hiring Proposal is in "Approved to Hire” 

HR Liaison or Department Designee extends 

an offer  

Once candidate accepts,  

HR Liaison or Department Designee 

will send the  Offer Letter to the 

candidate.   

The offer letter must be signed by the 

candidate and uploaded to eWork by 

the HR Liaison or Department Designee 

  All hiring paperwork through the online 

onboarding system and Banner entry will be 

initiated and entered by Central HR. New 

employee completes the second part of I-9 in the 

NEW Center on his/her first day of work 

 

 

Once Hiring Proposal is in "Approved to Hire 

- Offer can be made" HR Liaison or 

Department Designee will extend an offer 

Once the candidate accepts, HR Liaison or 

Department Designee will complete the steps 

in the RTS Workflow to send the candidate an 

Offer Letter 

HR Liaison or Department Designee will 

complete the steps in the RTS workflow 

and upload the executed contract 

All hiring paperwork through the online 

onboarding system and Banner entry 

will be initiated and entered by Central 

HR. New employee completes the 

second part of I-9 in the NEW Center on 

his/her first day of work 
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Search Procedures 
For an overview of search procedures please see the Hiring Procedures Toolkit. 

Position overlap 
The new hire and the incumbent cannot occupy the same position number for more than two weeks. If more than 
two weeks of a position overlap is expected, then the department should request a new position number using the 
incumbent’s EWP/PD and hire the new employee into the new position number. Once the incumbent has separated, 
the department may abolish the old position number. 

 

Recruitment Notes 
Classified Staff 

All recruitment notes for classified staff positions must be submitted to the Talent Acquisition team at 

jobs@gmu.edu. This packet should include: 

1) Search Completion Form  
2) Hiring Matrix 
3) Search Committee Confidentiality Form for all members of the search committee  
4) Interview questions/notes 
5) Reference Checks  
 
Please see the Hiring Procedures Toolkit for a few of the above sample documents.  
 
Filling of a posting requires submission of search materials. If the search materials are not submitted, then the 
status of posting will not be transitioned to filled. Please submit the documents electronically to Talent Acquisition 
team via email.  
 
Please note when sending recruitment search materials to the Talent Acquisition team, the accepted file formats 
include PDF and WORD files. Please limit the number of attachments to 10; eWork has a maximum of 10 
attachments allowed. It is recommended departments combine similar search materials into one file. 

Ex: combine all Confidentiality Forms into one PDF file & save it as “Confidentiality Forms” 
 

Instructional/Research Faculty and Administrative/Professional Faculty 

All recruitment notes for Instructional/Research Faculty and Administrative/Professional Faculty 

must be kept for a minimum of one year from the date of hire within the unit or department. We 

strongly encourage the departments to submit the documents electronically to Talent Acquisition 

team at jobs@gmu.edu via email as well. After the one-year mark, it is recommended departments 

send documents to Records Management for confidential destruction. 

 

Position Maintenance Form 
The Position Maintenance Form (PMF) is used to create new benefited positions or to change an existing position 

(ex: from classified to admin faculty).  The PMF is available at https://budget.gmu.edu/forms/ 

 

Statement of Economic Interest 
A Statement of Economic Interest (SEI) is required by Virginia State Law and Executive Order Number Thirty-Three 

for Institutions of Higher Education for those in positions that meet any of the following criteria: 

1. Hold the title of President/Vice President/Provost/Dean (including Assistant, Associate, etc.) 

2. Have approval authority over contracts or audits including those in Procurement 

3. Have responsibility affecting legislative policies and rule-making authority or substantive authorization and 

decision-making regarding: 

a. policy 

https://hr.gmu.edu/talent-acquisition/hiring-tool-kit/
mailto:jobs@gmu.edu
https://hr.gmu.edu/forms/#search-committee-forms
https://hr.gmu.edu/forms/#search-committee-forms
https://hr.gmu.edu/forms/#search-committee-forms
https://hr.gmu.edu/forms/#search-committee-forms
https://hr.gmu.edu/forms/#search-committee-forms
https://hr.gmu.edu/hiring-quick-links/#:~:text=Search%20Committee%20Forms/Guides
https://budget.gmu.edu/forms/
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b. contracts and procurement 

c. audits 

d. licensure 

e. inspections and/or investigations 

f. investments and other financial matters 

In addition to those that meet the criteria of the position listed above, Research COI Waiver Recipients are also 

required to file SEI.   

SEI sensitive positions should be identified when: 

1. Creating a new position on the Position Maintenance  

2. Submitting a Posting 

3. Updating an EWP/PD 

4. Submitting a Classified or Faculty Transaction Form 

Background Checks 
Please visit Background Investigation link for all relevant policy and process information.   
 

Benefit Summaries 
 Classified Benefits  

 Administrative Faculty Benefits 

 Instructional and Research Faculty Benefits 

 

Pay Schedules 
Semi-monthly 
The semi-monthly pay schedule is generally paid on the 1st and 16th of the month.  See Pay schedules.  Most 

classified and administrative/professional faculty are paid on the semi-monthly pay schedule, depending on their 

department.  All instructional/research faculty, as well as adjuncts, graduate assistants, and resident assistants are 

paid on the semi-monthly pay schedule.       

Bi-weekly 
The bi-weekly pay schedule is paid every other Friday. See Pay schedules.  Some classified and 

administrative/professional faculty are paid on the bi-weekly pay schedule.  Non-student wage, student wage, and 

work-study employees are all paid on the bi-weekly pay schedule.   

 

FLSA Status 
Exempt 
Exempt employees are not overtime eligible and only record leave time on their timesheet.  They are still expected 

to submit a timesheet with zero hours if no leave is taken.  Compensatory hours may be approved under special 

pre-approved circumstances on an hour for hour basis for hours worked beyond 40 hours in a work week.  Please 

see Compensatory Leave and Overtime Guidelines. For more information, please visit Employee Timesheet and 

Payroll Resources  

Non-exempt 
Non-exempt employees are overtime eligible and record all hours worked on their timesheet.  Please see 

Compensatory Leave and Overtime Guidelines. For more information, please visit Employee Timesheet and 

Payroll Resources  

 

https://hr.gmu.edu/employee-relations/background-investigations/
https://hr.gmu.edu/onboarding/onboarding-classified-staff/#:~:text=Expand-,Benefits,-Expand
https://hr.gmu.edu/onboarding/onboarding-administrative-and-professional-faculty/#:~:text=Expand-,Benefits,-Expand
https://hr.gmu.edu/onboarding/onboarding-instructional-research-and-adjunct-faculty/#:~:text=Benefits%20for%20Instructional%20%26%20Research%20Faculty
https://hr.gmu.edu/payroll/payroll-calendar/
https://hr.gmu.edu/payroll/payroll-calendar/
https://learn-us-east-1-prod-fleet01-xythos.content.blackboardcdn.com/blackboard.learn.xythos.prod/5a30bcf95ea52/21875578?X-Blackboard-Expiration=1654030800000&X-Blackboard-Signature=W5O6AGToq3%2B6xFYwex8%2FMwBY74DptZTbcjoe5wYHOX4%3D&X-Blackboard-Client-Id=200078&response-cache-control=private%2C%20max-age%3D21600&response-content-disposition=inline%3B%20filename%2A%3DUTF-8%27%27CompensatoryLeaveAndOvertimeGuidelines.pdf&response-content-type=application%2Fpdf&X-Amz-Security-Token=IQoJb3JpZ2luX2VjEDkaCXVzLWVhc3QtMSJHMEUCIQDXJSExf94srUGhP4O0JG7410mydQlGoEd%2FZcUtMnTy6QIgE%2Bl%2FTTyx9lZFXcDt2UVeiYK5gAWpsbENv9GHFrJ%2FL5cq0gQIMhAAGgw1NTY5MDM4NjEzNjEiDPCAtqv3FUdH9oGMSyqvBK39hWLUSCbamBXbBqbtQ5gAeeDez1TcDcn9l1YKSMh8CzFLzohMXQ0wc4O44l5GoHBo8wfvlOYI75RWVJy3fTT%2Berk5tBcEV8GnA5WlE9pSxn6BuNSCJtpE5O2cmJKASu8Ro9m6oymGv8CWu2mz9mTp%2FmKrrpzlyJAozGz87pDYcQN966tplg8RVyPOjdlOrvuK%2FiTs6UBm7L0HmYD%2FM8vNu018t45i4Y3SlZ6P9L20Cevdtqgw3mOSut548Q6eU80mUtcOutm0H%2FCP7CTnGmxl8h4jl3tdC4fZQ36E%2F3H1I3kKVicFX6hGogU2fk8V3cs31gswzWVpcKJvzz1S15FO6DP876L8jV4%2FyDeT2UKFZsP7zGuJVQKLBrsLt%2Fo92tZGEzKoVJRqZObFJrDo8QcOVpK%2FIiqxyxkDxtcxJ5SIFmO3lR6MqgcTrOcs3SUEalZiQecCLnZED1cRLSo0BCNdR4vxgW2vcfsH%2BNj5Q6G3royPAGGNx5f2HHj6107fuKetIelXkB7jPs2RgjSGSjccd70dP45%2BhuqWUEb1i7%2ByhA6hDSoEsEVN4DbBxOPIB1w1lMzwHYPd2y%2Fh22C6NpTifWRCbXtIK7jolp2TJsZQloJAZGiGCVANAgA6t7CG0Qgq%2FOZ%2Fys1lWaIB6ZJXvBU4MuKAhFFDO760Y%2BxOS0an3%2FNTyDeAY1E2B63TeUdDlz3hc026J7ce%2FX5YWao4cw7EEqi61pMu%2F2ql7h%2FT1E8wpJDZlAY6qQERrgVEmTHdeY8ECQPQjy93bibFYGDipviBw6yr8CMrQS8%2FcMZprBKIlzpbF6q3TgfJkls6W%2BrCtNAs%2FuRc0PDqfdv%2F%2FAZp%2FDcUrAPkNBAWG0gHiFjL85%2FhWPgrtMDTOBpMNRjoblxmnwol3g%2BM74l6UFUbnoKtbmzLXNyuvUvt0hxd1g6ahYapxozd0CU7tS6T1mYgO6r%2BbKq0Ug%2BydTbELubFXiFbJZjY&X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Date=20220531T150000Z&X-Amz-SignedHeaders=host&X-Amz-Expires=21600&X-Amz-Credential=ASIAYDKQORRYU4OYVLIO%2F20220531%2Fus-east-1%2Fs3%2Faws4_request&X-Amz-Signature=2d1f7d02b433334bc91c83b034ce4983b3f02905734ab784deb759d2ecb7898c
https://hr.gmu.edu/payroll/employee-timesheet-and-payroll-resources/
https://hr.gmu.edu/payroll/employee-timesheet-and-payroll-resources/
https://learn-us-east-1-prod-fleet01-xythos.content.blackboardcdn.com/blackboard.learn.xythos.prod/5a30bcf95ea52/21875578?X-Blackboard-Expiration=1654030800000&X-Blackboard-Signature=W5O6AGToq3%2B6xFYwex8%2FMwBY74DptZTbcjoe5wYHOX4%3D&X-Blackboard-Client-Id=200078&response-cache-control=private%2C%20max-age%3D21600&response-content-disposition=inline%3B%20filename%2A%3DUTF-8%27%27CompensatoryLeaveAndOvertimeGuidelines.pdf&response-content-type=application%2Fpdf&X-Amz-Security-Token=IQoJb3JpZ2luX2VjEDkaCXVzLWVhc3QtMSJHMEUCIQDXJSExf94srUGhP4O0JG7410mydQlGoEd%2FZcUtMnTy6QIgE%2Bl%2FTTyx9lZFXcDt2UVeiYK5gAWpsbENv9GHFrJ%2FL5cq0gQIMhAAGgw1NTY5MDM4NjEzNjEiDPCAtqv3FUdH9oGMSyqvBK39hWLUSCbamBXbBqbtQ5gAeeDez1TcDcn9l1YKSMh8CzFLzohMXQ0wc4O44l5GoHBo8wfvlOYI75RWVJy3fTT%2Berk5tBcEV8GnA5WlE9pSxn6BuNSCJtpE5O2cmJKASu8Ro9m6oymGv8CWu2mz9mTp%2FmKrrpzlyJAozGz87pDYcQN966tplg8RVyPOjdlOrvuK%2FiTs6UBm7L0HmYD%2FM8vNu018t45i4Y3SlZ6P9L20Cevdtqgw3mOSut548Q6eU80mUtcOutm0H%2FCP7CTnGmxl8h4jl3tdC4fZQ36E%2F3H1I3kKVicFX6hGogU2fk8V3cs31gswzWVpcKJvzz1S15FO6DP876L8jV4%2FyDeT2UKFZsP7zGuJVQKLBrsLt%2Fo92tZGEzKoVJRqZObFJrDo8QcOVpK%2FIiqxyxkDxtcxJ5SIFmO3lR6MqgcTrOcs3SUEalZiQecCLnZED1cRLSo0BCNdR4vxgW2vcfsH%2BNj5Q6G3royPAGGNx5f2HHj6107fuKetIelXkB7jPs2RgjSGSjccd70dP45%2BhuqWUEb1i7%2ByhA6hDSoEsEVN4DbBxOPIB1w1lMzwHYPd2y%2Fh22C6NpTifWRCbXtIK7jolp2TJsZQloJAZGiGCVANAgA6t7CG0Qgq%2FOZ%2Fys1lWaIB6ZJXvBU4MuKAhFFDO760Y%2BxOS0an3%2FNTyDeAY1E2B63TeUdDlz3hc026J7ce%2FX5YWao4cw7EEqi61pMu%2F2ql7h%2FT1E8wpJDZlAY6qQERrgVEmTHdeY8ECQPQjy93bibFYGDipviBw6yr8CMrQS8%2FcMZprBKIlzpbF6q3TgfJkls6W%2BrCtNAs%2FuRc0PDqfdv%2F%2FAZp%2FDcUrAPkNBAWG0gHiFjL85%2FhWPgrtMDTOBpMNRjoblxmnwol3g%2BM74l6UFUbnoKtbmzLXNyuvUvt0hxd1g6ahYapxozd0CU7tS6T1mYgO6r%2BbKq0Ug%2BydTbELubFXiFbJZjY&X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Date=20220531T150000Z&X-Amz-SignedHeaders=host&X-Amz-Expires=21600&X-Amz-Credential=ASIAYDKQORRYU4OYVLIO%2F20220531%2Fus-east-1%2Fs3%2Faws4_request&X-Amz-Signature=2d1f7d02b433334bc91c83b034ce4983b3f02905734ab784deb759d2ecb7898c
https://hr.gmu.edu/payroll/employee-timesheet-and-payroll-resources/
https://hr.gmu.edu/payroll/employee-timesheet-and-payroll-resources/
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Timesheets 
Approving a timesheet 
 
Please visit Approvers Quick Reference Guide. Approvers will see the view, below:    
  

 

 

Changing a timesheet approver/supervisor 
If there is an organizational or personnel change in your department, you should submit a Timesheet 

Approver/Supervisor Change Form (Dynamic Form) online to ensure that there is always a designated timesheet 

approver for employees within your department. For any questions, please contact hrdm@gmu.edu 

Setting up a timesheet proxy 
All timesheet approvers/supervisors are encouraged to designate a proxy in the event they are not available to 

approve timesheets.  Proxies can be set up by the timesheet approver/supervisor in Patriotweb.  Please see How to 

set up a Proxy.    

 

  

https://coursemedia.gmu.edu/media/Timesheet+Approvals+NEW+1/1_0wj6s5m6
https://hr.gmu.edu/forms/?msclkid=5b1198cda92711ec975ace3c2ec2e735#:~:text=Timesheet%20Approver/Supervisor%20Change%20Form%20(Dynamic%20Form)
https://hr.gmu.edu/forms/?msclkid=5b1198cda92711ec975ace3c2ec2e735#:~:text=Timesheet%20Approver/Supervisor%20Change%20Form%20(Dynamic%20Form)
mailto:hrdm@gmu.edu
https://learn-us-east-1-prod-fleet01-xythos.content.blackboardcdn.com/blackboard.learn.xythos.prod/5a30bcf95ea52/25859401?X-Blackboard-Expiration=1654030800000&X-Blackboard-Signature=51AzPqdVIpY6r4xRUYoapxooLzGXregjeUERLFvsl1k%3D&X-Blackboard-Client-Id=200078&response-cache-control=private%2C%20max-age%3D21600&response-content-disposition=inline%3B%20filename%2A%3DUTF-8%27%27CreatingaProxy.pdf&response-content-type=application%2Fpdf&X-Amz-Security-Token=IQoJb3JpZ2luX2VjEDkaCXVzLWVhc3QtMSJHMEUCIQDgNvRxLauoYlglKwFK2AsSSHFlYP%2BK7ABktbStR3mDzwIgNE1ZmEzvtzj4XgitVW6KJSJRc3FpL5cWoCebtvBNIfwq0gQIMRAAGgw1NTY5MDM4NjEzNjEiDA6b0c67BzcaZRLkCSqvBAWC56Ier3DiN%2Bie%2BlQqraM%2F1Z9TKJ9buJXLAP49rNFPzVQjrfB5A38n%2FwfHuEde26GpN55fmQHwLVfIhNRj1a5RqNRwrIFysY79LyNLvEI3GawOHfH72usccX3rXSJTFokd1%2BCVe4BsKEjJIMbzCJh9G1DAAU6B1sCd9NSexOFRW9jIvjzdSJEEQLTZQnlDiOq026QznHpWLByngLivODG0pAQAiu%2BTEQPe0kQrikmKLbqxuc%2BO%2Bgs%2BCHNTwzwavI8YNjG7mltaPDaYhwcrnumXfS073G3CUGUmvlbhhnoCUEQ1j1yrvuBt7nndLStMXAwptd3v1VBrGAXW5n6CZNnNDb%2Bj%2BH5lZ3r2Z57WwaQS2ADJ41SFbCg3JSQJBxqoMWDWpO4EnmmIClMPTWZkx3rrxKB3p0Dl9KvsTo%2BBLi4IebH7zaX7lfedN3QSCp04TRPT%2F8YSNIzEPCotGHv7JpIOQ57tn4i5DQ5DygmfBY%2ByakcMzJuMHh5Jwwfr5uyviYwEVas8gHPcKaY0nvfwtAdXF4Xi8Nq8RWN3YXv4ixNvafFJI%2F8KkAdGNUiyBLgHmUypbuInNCU%2BLFaAs62WGINjxKgzbiY8qDxbgGDTknPDftD4AOw4H1gZQC6OdUAHgyEIEggOOGallAV53GVtXRhpA%2BP2B53JCpOQxAUTRX8yJayF99jDWhXBfaoYiVsW23jO6l%2BelByeREt6mZeF%2B2wqVUNmaizKIMCEepvVDW8w2YDZlAY6qQHoDzP5ibR8k6Tht3qayOQ9ulXHo6%2FFdIjuE5ErttZgp5J%2BaztHN2gz2L6P%2BWBmg6b5%2Bi%2BTjeTf6VbNedupbgzfVntnU9eRhPXvhxJsJVaLhqcvtli2alCwf6XJfNfe%2BucrcPQ%2FWhkvbF61tfoMv9hQSCbYXw2KLHgob4OJ7FInH7RM4duhwFcGGx2h%2BQqtcfAF53HY2xL7hmIiJ4moEzqgkX7lllt2PObB&X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Date=20220531T150000Z&X-Amz-SignedHeaders=host&X-Amz-Expires=21600&X-Amz-Credential=ASIAYDKQORRY27FXN47H%2F20220531%2Fus-east-1%2Fs3%2Faws4_request&X-Amz-Signature=37457e14d3a53596735fd34d49f8555cadc1ef8e5f81efed2c35def87aad5a83
https://learn-us-east-1-prod-fleet01-xythos.content.blackboardcdn.com/blackboard.learn.xythos.prod/5a30bcf95ea52/25859401?X-Blackboard-Expiration=1654030800000&X-Blackboard-Signature=51AzPqdVIpY6r4xRUYoapxooLzGXregjeUERLFvsl1k%3D&X-Blackboard-Client-Id=200078&response-cache-control=private%2C%20max-age%3D21600&response-content-disposition=inline%3B%20filename%2A%3DUTF-8%27%27CreatingaProxy.pdf&response-content-type=application%2Fpdf&X-Amz-Security-Token=IQoJb3JpZ2luX2VjEDkaCXVzLWVhc3QtMSJHMEUCIQDgNvRxLauoYlglKwFK2AsSSHFlYP%2BK7ABktbStR3mDzwIgNE1ZmEzvtzj4XgitVW6KJSJRc3FpL5cWoCebtvBNIfwq0gQIMRAAGgw1NTY5MDM4NjEzNjEiDA6b0c67BzcaZRLkCSqvBAWC56Ier3DiN%2Bie%2BlQqraM%2F1Z9TKJ9buJXLAP49rNFPzVQjrfB5A38n%2FwfHuEde26GpN55fmQHwLVfIhNRj1a5RqNRwrIFysY79LyNLvEI3GawOHfH72usccX3rXSJTFokd1%2BCVe4BsKEjJIMbzCJh9G1DAAU6B1sCd9NSexOFRW9jIvjzdSJEEQLTZQnlDiOq026QznHpWLByngLivODG0pAQAiu%2BTEQPe0kQrikmKLbqxuc%2BO%2Bgs%2BCHNTwzwavI8YNjG7mltaPDaYhwcrnumXfS073G3CUGUmvlbhhnoCUEQ1j1yrvuBt7nndLStMXAwptd3v1VBrGAXW5n6CZNnNDb%2Bj%2BH5lZ3r2Z57WwaQS2ADJ41SFbCg3JSQJBxqoMWDWpO4EnmmIClMPTWZkx3rrxKB3p0Dl9KvsTo%2BBLi4IebH7zaX7lfedN3QSCp04TRPT%2F8YSNIzEPCotGHv7JpIOQ57tn4i5DQ5DygmfBY%2ByakcMzJuMHh5Jwwfr5uyviYwEVas8gHPcKaY0nvfwtAdXF4Xi8Nq8RWN3YXv4ixNvafFJI%2F8KkAdGNUiyBLgHmUypbuInNCU%2BLFaAs62WGINjxKgzbiY8qDxbgGDTknPDftD4AOw4H1gZQC6OdUAHgyEIEggOOGallAV53GVtXRhpA%2BP2B53JCpOQxAUTRX8yJayF99jDWhXBfaoYiVsW23jO6l%2BelByeREt6mZeF%2B2wqVUNmaizKIMCEepvVDW8w2YDZlAY6qQHoDzP5ibR8k6Tht3qayOQ9ulXHo6%2FFdIjuE5ErttZgp5J%2BaztHN2gz2L6P%2BWBmg6b5%2Bi%2BTjeTf6VbNedupbgzfVntnU9eRhPXvhxJsJVaLhqcvtli2alCwf6XJfNfe%2BucrcPQ%2FWhkvbF61tfoMv9hQSCbYXw2KLHgob4OJ7FInH7RM4duhwFcGGx2h%2BQqtcfAF53HY2xL7hmIiJ4moEzqgkX7lllt2PObB&X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Date=20220531T150000Z&X-Amz-SignedHeaders=host&X-Amz-Expires=21600&X-Amz-Credential=ASIAYDKQORRY27FXN47H%2F20220531%2Fus-east-1%2Fs3%2Faws4_request&X-Amz-Signature=37457e14d3a53596735fd34d49f8555cadc1ef8e5f81efed2c35def87aad5a83
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Personnel Changes 
Personnel changes are initiated by the unit/department and submitted for approvals using the appropriate form 

template.   

Forms to initiate personnel changes, the Faculty Transaction Dynamic Form, Classified Transaction Dynamic Form, 

and Employee Classified Staff/Faculty Separation form, can be found on Forms page 

Salary Increases  

Information on the salary increase process outside of University-wide Mason & VA State increases is available in our 

Quarterly Out-of-Cycle Salary Review Procedures.  How to pay for additional jobs or assignments is available in 

the Supplemental Pay Procedures. 

FTE change 
Employees or departments may wish to change an employee’s FTE depending on department/personal needs.  A 
Classified Transaction Dynamic Form or Faculty Transaction Dynamic Form would need to be completed to 
change the employee’s status.  Changes must be effective at the beginning of the pay period and may affect 
benefits.  Please note that an employee from a benefitted FTE cannot drop below .5 due to ACA.    
 

Health Benefits 
Full-time faculty and staff and part-time faculty and classified staff who work at least 30 hours per week as well as 
their eligible dependents. Premiums are shared between the employee and the university. Part-time faculty and 
classified employees who work a minimum of 20 hours but less than 30 hours per week are also eligible for health 
insurance but pay the total premium (Employer and Employee portions).     
 

Leave accrual 
If the employee is leave-eligible, leave would be accrued proportionate to the employee’s FTE. 
      

Leave 
There are various kinds of leave types and benefits associated with each type of leave.  Below are some resources: 

Instructional and/or Research Faculty Leave 

Faculty Handbook Leave Programs  

Parental Leave  

Parental Leave Benefits  

Leave without Pay 

Benefits While on Leave Without Pay 

 

 

 

 

 

 

 

 

 

https://hr.gmu.edu/forms/
https://learn-us-east-1-prod-fleet01-xythos.content.blackboardcdn.com/blackboard.learn.xythos.prod/5a30bcf95ea52/28126384?X-Blackboard-Expiration=1654030800000&X-Blackboard-Signature=oPeAy4kRGY4hLMAsUp%2BTUPxUYK0dW9M%2Ff3vBA68Q6FY%3D&X-Blackboard-Client-Id=200078&response-cache-control=private%2C%20max-age%3D21600&response-content-disposition=inline%3B%20filename%2A%3DUTF-8%27%27QuarterlyOutofCycleSalaryReviewProcedures.pdf&response-content-type=application%2Fpdf&X-Amz-Security-Token=IQoJb3JpZ2luX2VjEDkaCXVzLWVhc3QtMSJHMEUCIQDgNvRxLauoYlglKwFK2AsSSHFlYP%2BK7ABktbStR3mDzwIgNE1ZmEzvtzj4XgitVW6KJSJRc3FpL5cWoCebtvBNIfwq0gQIMRAAGgw1NTY5MDM4NjEzNjEiDA6b0c67BzcaZRLkCSqvBAWC56Ier3DiN%2Bie%2BlQqraM%2F1Z9TKJ9buJXLAP49rNFPzVQjrfB5A38n%2FwfHuEde26GpN55fmQHwLVfIhNRj1a5RqNRwrIFysY79LyNLvEI3GawOHfH72usccX3rXSJTFokd1%2BCVe4BsKEjJIMbzCJh9G1DAAU6B1sCd9NSexOFRW9jIvjzdSJEEQLTZQnlDiOq026QznHpWLByngLivODG0pAQAiu%2BTEQPe0kQrikmKLbqxuc%2BO%2Bgs%2BCHNTwzwavI8YNjG7mltaPDaYhwcrnumXfS073G3CUGUmvlbhhnoCUEQ1j1yrvuBt7nndLStMXAwptd3v1VBrGAXW5n6CZNnNDb%2Bj%2BH5lZ3r2Z57WwaQS2ADJ41SFbCg3JSQJBxqoMWDWpO4EnmmIClMPTWZkx3rrxKB3p0Dl9KvsTo%2BBLi4IebH7zaX7lfedN3QSCp04TRPT%2F8YSNIzEPCotGHv7JpIOQ57tn4i5DQ5DygmfBY%2ByakcMzJuMHh5Jwwfr5uyviYwEVas8gHPcKaY0nvfwtAdXF4Xi8Nq8RWN3YXv4ixNvafFJI%2F8KkAdGNUiyBLgHmUypbuInNCU%2BLFaAs62WGINjxKgzbiY8qDxbgGDTknPDftD4AOw4H1gZQC6OdUAHgyEIEggOOGallAV53GVtXRhpA%2BP2B53JCpOQxAUTRX8yJayF99jDWhXBfaoYiVsW23jO6l%2BelByeREt6mZeF%2B2wqVUNmaizKIMCEepvVDW8w2YDZlAY6qQHoDzP5ibR8k6Tht3qayOQ9ulXHo6%2FFdIjuE5ErttZgp5J%2BaztHN2gz2L6P%2BWBmg6b5%2Bi%2BTjeTf6VbNedupbgzfVntnU9eRhPXvhxJsJVaLhqcvtli2alCwf6XJfNfe%2BucrcPQ%2FWhkvbF61tfoMv9hQSCbYXw2KLHgob4OJ7FInH7RM4duhwFcGGx2h%2BQqtcfAF53HY2xL7hmIiJ4moEzqgkX7lllt2PObB&X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Date=20220531T150000Z&X-Amz-SignedHeaders=host&X-Amz-Expires=21600&X-Amz-Credential=ASIAYDKQORRY27FXN47H%2F20220531%2Fus-east-1%2Fs3%2Faws4_request&X-Amz-Signature=d9fb11a0d3bb88ebed2f60e2fd31ed40cc94ff8308abaf4a61b2c035365d1ac1
https://learn-us-east-1-prod-fleet01-xythos.content.blackboardcdn.com/blackboard.learn.xythos.prod/5a30bcf95ea52/28126386?X-Blackboard-Expiration=1654030800000&X-Blackboard-Signature=YuQIFHhhUrmo341H%2B%2FEdhjJ3mB9Ml3smGyDjiOGZVZA%3D&X-Blackboard-Client-Id=200078&response-cache-control=private%2C%20max-age%3D21600&response-content-disposition=inline%3B%20filename%2A%3DUTF-8%27%27SupplementalPayProcedures.pdf&response-content-type=application%2Fpdf&X-Amz-Security-Token=IQoJb3JpZ2luX2VjEDkaCXVzLWVhc3QtMSJHMEUCIQDgNvRxLauoYlglKwFK2AsSSHFlYP%2BK7ABktbStR3mDzwIgNE1ZmEzvtzj4XgitVW6KJSJRc3FpL5cWoCebtvBNIfwq0gQIMRAAGgw1NTY5MDM4NjEzNjEiDA6b0c67BzcaZRLkCSqvBAWC56Ier3DiN%2Bie%2BlQqraM%2F1Z9TKJ9buJXLAP49rNFPzVQjrfB5A38n%2FwfHuEde26GpN55fmQHwLVfIhNRj1a5RqNRwrIFysY79LyNLvEI3GawOHfH72usccX3rXSJTFokd1%2BCVe4BsKEjJIMbzCJh9G1DAAU6B1sCd9NSexOFRW9jIvjzdSJEEQLTZQnlDiOq026QznHpWLByngLivODG0pAQAiu%2BTEQPe0kQrikmKLbqxuc%2BO%2Bgs%2BCHNTwzwavI8YNjG7mltaPDaYhwcrnumXfS073G3CUGUmvlbhhnoCUEQ1j1yrvuBt7nndLStMXAwptd3v1VBrGAXW5n6CZNnNDb%2Bj%2BH5lZ3r2Z57WwaQS2ADJ41SFbCg3JSQJBxqoMWDWpO4EnmmIClMPTWZkx3rrxKB3p0Dl9KvsTo%2BBLi4IebH7zaX7lfedN3QSCp04TRPT%2F8YSNIzEPCotGHv7JpIOQ57tn4i5DQ5DygmfBY%2ByakcMzJuMHh5Jwwfr5uyviYwEVas8gHPcKaY0nvfwtAdXF4Xi8Nq8RWN3YXv4ixNvafFJI%2F8KkAdGNUiyBLgHmUypbuInNCU%2BLFaAs62WGINjxKgzbiY8qDxbgGDTknPDftD4AOw4H1gZQC6OdUAHgyEIEggOOGallAV53GVtXRhpA%2BP2B53JCpOQxAUTRX8yJayF99jDWhXBfaoYiVsW23jO6l%2BelByeREt6mZeF%2B2wqVUNmaizKIMCEepvVDW8w2YDZlAY6qQHoDzP5ibR8k6Tht3qayOQ9ulXHo6%2FFdIjuE5ErttZgp5J%2BaztHN2gz2L6P%2BWBmg6b5%2Bi%2BTjeTf6VbNedupbgzfVntnU9eRhPXvhxJsJVaLhqcvtli2alCwf6XJfNfe%2BucrcPQ%2FWhkvbF61tfoMv9hQSCbYXw2KLHgob4OJ7FInH7RM4duhwFcGGx2h%2BQqtcfAF53HY2xL7hmIiJ4moEzqgkX7lllt2PObB&X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Date=20220531T150000Z&X-Amz-SignedHeaders=host&X-Amz-Expires=21600&X-Amz-Credential=ASIAYDKQORRY27FXN47H%2F20220531%2Fus-east-1%2Fs3%2Faws4_request&X-Amz-Signature=5ec768289a5a9c1a8e5d0781e7d9d682a151833071af834d3b860e5d46ae2a40
https://hr.gmu.edu/forms/#:~:text=Transaction%20Dynamic%20Form-,Classified%20Transaction%20Dynamic%20Form,-Secure%20Payroll%20File
https://hr.gmu.edu/forms/#:~:text=Employee%20Transaction%20Forms-,Faculty%20Transaction%20Dynamic%20Form,-Classified%20Transaction%20Dynamic
https://mymasonportal.gmu.edu/bbcswebdav/institution/HumanResources/TalentAcquisition/gmu-faculty-handbook.pdf#page=61
https://hr.gmu.edu/support-resources/parenting/
https://hr.gmu.edu/benefits/leave/benefits-while-on-leave/
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Separations 
When employees leave the University, HR Liaisons are expected to:  

a) Complete a Separation Dynamic Form as soon as they are notified of an employee’s separation.  A 
resignation letter should be attached.   

b) Ensure a Property Clearance Checklist (either done by the HR Liaison or supervisor) is done for all 
separating employees. 

c) If departing employee supervises others, submit a Timesheet Approver/Supervisor Change Form (Dynamic 
Form) to ensure employees can continue submitting timesheets and having their time approved.    

d) Remind separating employees to update their address in PatriotWeb, if they are relocating. 
e) Direct employees to Employee Exit Survey if they wish to complete an exit survey. 

 
The original property clearance checklist, a copy of the separation form, and a resignation letter should be 
maintained in the department file.   

 
A separation form does not need to be done for a benefitted employee moving to another benefitted position 
within Mason.   
 
Please note that a 26-week break is required for all benefitted employees moving to a non-benefitted position as 
required by ACA.  For instance, if a benefitted faculty member wants to become an adjunct, a 26-week break is 
required before he/she can be in the adjunct position.   
 

Performance Evaluations 
Performance evaluations are due into HR/Payroll for Classified employees and Admin/Professional faculty on 

October 24th every year. For more information, please see the Annual Performance Evaluation Process. 

 

Reward and Recognition 
Human Resources and Payroll has a various formal and informal reward and recognition programs for faculty and 
staff - from sending a colleague an eCard, Mason swag, or a Gift card for a job well done to nominating them for an 
Outstanding Achievement Award to be formally recognized by the University.   
 
Please check out Reward and Recognition.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://hr.gmu.edu/forms/?msclkid=5b1198cda92711ec975ace3c2ec2e735#:~:text=Employee%20Classified%20Staff/Faculty%20Separation%20Dynamic%20Form
https://learn-us-east-1-prod-fleet01-xythos.content.blackboardcdn.com/blackboard.learn.xythos.prod/5a30bcf95ea52/30053656?X-Blackboard-Expiration=1654030800000&X-Blackboard-Signature=C8CfqihE5pCQ%2Fp%2BGbeNuxPWglzoEM9PlO%2BKdgi26fAE%3D&X-Blackboard-Client-Id=200078&response-cache-control=private%2C%20max-age%3D21600&response-content-disposition=inline%3B%20filename%2A%3DUTF-8%27%27PropertyClearanceChecklist.pdf&response-content-type=application%2Fpdf&X-Amz-Security-Token=IQoJb3JpZ2luX2VjEDkaCXVzLWVhc3QtMSJGMEQCIEnXq%2BPNVp083WbBLxUm0HMM1aVeIvIlS2blud9HeftfAiB5a7ZjoZ93StR205Qx4wutIBBZrroTPh%2BaTUXnQDB%2BECrTBAgyEAAaDDU1NjkwMzg2MTM2MSIM7Qun3IzhsqFGQLWrKrAEhLLzrRDjtaxCXZHxqALOvlBu%2FLFyHfGXXWTVCNvZ4OU5VJmTBlSYtoZVNJL0ipP7tOMJ62BZvD%2BNy%2FMzM2Tzz0YPQjI%2BOslPpI7Gb23%2F8YQHUgY4jcd2m5PjaURTfuVaYDE%2FNW1q9w04tJ3ae6EoUpvLsDwpmGJwtf%2FiFubEOoPWmp6buBylzj1cpeo2nnjNe0VrPH8Di7nVjLg5tqtDEYG35tYBi6eN4gYA5WRzCiipOblM5cCqwxDLMU5nl9ZheUPqZjrwjkCb08EpcyxQ9%2BbSAlKUgijMbMKuQI7%2BU32FqOpokKUQbyYS9D9EetPTVJ2d%2FJncVo8MfxlnTfhvUkec6BM1nVHrALWB1r%2Fn5B7d2MrSpl2CH%2FozVDinUaofCsry3FcI3ztRVoY%2BUGeWaj1uIQzdHDeVuNqiR4LpjeMc9utxActIXL5hqLj5f1A5lqpbrAsDgkDBQoIOU1yVr4VF4ZboPdZprqkVvCeiWtgGtDiy2%2BTlKwBgVa5P9kw7rs%2Ba4E7vd8kz4Jfvv2TzTXVQhseENLEbqIw8q6SttDHm2Yh0qIenq4mkcD6dJ6TpGvQZOhAeVyc4Ek59wemdZZ9dTAlRnPb2lBR6hF2HTXwWR0zcj5MgO51p6VKC72f7p6P30vdfZrT5ykal4YBapZih0VOnFD3eKC2RuFZ%2Fc6q%2F7aJEuwQgKaFqDSpZZ0gv0S8vRSqvZosgwmylXWSXeW6uPViysg8%2BhFbZRrGeiO8w8YvZlAY6qgFRU9dJaok7%2BpmnGLetUC%2FAMIcUrjiKe1LXc2S56vPt3RMUppChJfEmUSu96F9kAuhuCq%2FaR8ox5%2FFhNFAH3k7QrqTJjBD%2FNVg5b%2FFMrQRfsVlLffjf5D4UspO0PUpPcTmb%2Fw61rsdIzzjLbvDNErnKKJoRe6ZKUcy0BLrEcF6jCQJ5kfUVUy3XpTHbDJmI11rYiwPP1e4Eg3VZnVRFvSQ2eTbxgbI%2FKp4D%2Bg%3D%3D&X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Date=20220531T150000Z&X-Amz-SignedHeaders=host&X-Amz-Expires=21600&X-Amz-Credential=ASIAYDKQORRYRJ6NOPS4%2F20220531%2Fus-east-1%2Fs3%2Faws4_request&X-Amz-Signature=841c4aa19eb3037a65b72921ba4b080c3482e327f2313be82c49ccfc8fe7bb1f
https://hr.gmu.edu/forms/?msclkid=5b1198cda92711ec975ace3c2ec2e735#:~:text=Timesheet%20Approver/Supervisor%20Change%20Form%20(Dynamic%20Form)
https://hr.gmu.edu/forms/?msclkid=5b1198cda92711ec975ace3c2ec2e735#:~:text=Timesheet%20Approver/Supervisor%20Change%20Form%20(Dynamic%20Form)
https://gmu.az1.qualtrics.com/jfe/form/SV_3wIHxvTWY6JZbjo
https://hr.gmu.edu/performance-evaluations/annual-performance-evaluation-process/
https://hr.gmu.edu/reward-and-recognition/
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 Non-Benefitted Employment Overview 
Non-Benefitted, or “temporary” employees are hired on an assignment basis for a limited duration.  This includes 

hourly wage employees (student and non-student), adjuncts, and graduate assistants.  For a complete overview, 

please review the Onboarding and EPAF Manual.    

 

Non-Benefitted Employee Classifications 
Adjunct 
Hired on a course-by-course basis.  

Graduate Assistant 
Includes Graduate Teaching Assistant, Graduate Research Assistant, Graduate Lecturer, and Graduate Professional 

Assistant.  Governed by the Graduate Student Hiring Rules and Procedures. 

Resident Assistant 
Hired on a semester or academic year basis supporting residence halls, university programs, or mentorship.   

Wage 
Hired on an hourly basis.  Governed by University Policy 2217.  

Student Wage 
Student worker hired on an hourly basis.  To classify as a student worker, they must be enrolled in a degree-

seeking program. Governed by University Policy 2217.  

Work-Study 
Governed by Federal Work-Study Student Employment Guide and University Policy 2217.  

 

Mason Talent Temps 
 

 
 
Mason Talent Temps is our in-house temporary employment service. Talent Acquisition team maintains this pool to 
assist our hiring managers in filling temporary long- and short-term vacancies and to aid job applicants seeking 
temporary employment. Mason Talent Temps provides temporary staffing coverage for various needs throughout the 
University during vacations, leaves of absence, special projects, seasonal peaks, and unexpected business demands. 
Departments also may utilize our services to acquire talent in Temp-to-Hire scenarios.  
 
Need to know how to hire a temporary employee? Visit Mason Talent Temps.  
 

 
  

https://hr.gmu.edu/epaf-non-benefited-onboarding/
https://provost.gmu.edu/academics-and-research/graduate-education/graduate-student-appointments-fellowships
https://universitypolicy.gmu.edu/policies/wage-employment-non-student/
https://universitypolicy.gmu.edu/policies/wage-employment-non-student/
https://learn-us-east-1-prod-fleet01-xythos.content.blackboardcdn.com/blackboard.learn.xythos.prod/5a30bcf95ea52/35196656?X-Blackboard-Expiration=1654030800000&X-Blackboard-Signature=vRcUzgLq31vEHBNqzP8wUoHXgFMv2zpf5DCyALqdX1A%3D&X-Blackboard-Client-Id=200078&response-cache-control=private%2C%20max-age%3D21600&response-content-disposition=inline%3B%20filename%2A%3DUTF-8%27%27Federal_Work-Study_Employment_Guide_July_2021.pdf&response-content-type=application%2Fpdf&X-Amz-Security-Token=IQoJb3JpZ2luX2VjEDkaCXVzLWVhc3QtMSJGMEQCIEnXq%2BPNVp083WbBLxUm0HMM1aVeIvIlS2blud9HeftfAiB5a7ZjoZ93StR205Qx4wutIBBZrroTPh%2BaTUXnQDB%2BECrTBAgyEAAaDDU1NjkwMzg2MTM2MSIM7Qun3IzhsqFGQLWrKrAEhLLzrRDjtaxCXZHxqALOvlBu%2FLFyHfGXXWTVCNvZ4OU5VJmTBlSYtoZVNJL0ipP7tOMJ62BZvD%2BNy%2FMzM2Tzz0YPQjI%2BOslPpI7Gb23%2F8YQHUgY4jcd2m5PjaURTfuVaYDE%2FNW1q9w04tJ3ae6EoUpvLsDwpmGJwtf%2FiFubEOoPWmp6buBylzj1cpeo2nnjNe0VrPH8Di7nVjLg5tqtDEYG35tYBi6eN4gYA5WRzCiipOblM5cCqwxDLMU5nl9ZheUPqZjrwjkCb08EpcyxQ9%2BbSAlKUgijMbMKuQI7%2BU32FqOpokKUQbyYS9D9EetPTVJ2d%2FJncVo8MfxlnTfhvUkec6BM1nVHrALWB1r%2Fn5B7d2MrSpl2CH%2FozVDinUaofCsry3FcI3ztRVoY%2BUGeWaj1uIQzdHDeVuNqiR4LpjeMc9utxActIXL5hqLj5f1A5lqpbrAsDgkDBQoIOU1yVr4VF4ZboPdZprqkVvCeiWtgGtDiy2%2BTlKwBgVa5P9kw7rs%2Ba4E7vd8kz4Jfvv2TzTXVQhseENLEbqIw8q6SttDHm2Yh0qIenq4mkcD6dJ6TpGvQZOhAeVyc4Ek59wemdZZ9dTAlRnPb2lBR6hF2HTXwWR0zcj5MgO51p6VKC72f7p6P30vdfZrT5ykal4YBapZih0VOnFD3eKC2RuFZ%2Fc6q%2F7aJEuwQgKaFqDSpZZ0gv0S8vRSqvZosgwmylXWSXeW6uPViysg8%2BhFbZRrGeiO8w8YvZlAY6qgFRU9dJaok7%2BpmnGLetUC%2FAMIcUrjiKe1LXc2S56vPt3RMUppChJfEmUSu96F9kAuhuCq%2FaR8ox5%2FFhNFAH3k7QrqTJjBD%2FNVg5b%2FFMrQRfsVlLffjf5D4UspO0PUpPcTmb%2Fw61rsdIzzjLbvDNErnKKJoRe6ZKUcy0BLrEcF6jCQJ5kfUVUy3XpTHbDJmI11rYiwPP1e4Eg3VZnVRFvSQ2eTbxgbI%2FKp4D%2Bg%3D%3D&X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Date=20220531T150000Z&X-Amz-SignedHeaders=host&X-Amz-Expires=21600&X-Amz-Credential=ASIAYDKQORRYRJ6NOPS4%2F20220531%2Fus-east-1%2Fs3%2Faws4_request&X-Amz-Signature=75ca6b5befdd674f9f097d60cef28250f11c08cd5387f808bed17f903e8532fa
https://universitypolicy.gmu.edu/policies/wage-employment-non-student/
https://hr.gmu.edu/talent-acquisition/temporary-staffing/
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Employing Minors 
To employ a minor aged 14 and 15 at Mason: 

 

1. The minor, the minor’s parent/guardian/custodian, and the department hiring the minor need to complete 

the Electronic Employment Certificate process: 

a. The minor should complete Step 1: Youth Registration and share the “Youth Unique Identifier” with 

the department 

b. The department needs to complete Step 2: Employee Registration 

c. The parent/guardian/custodian needs to complete Step 3: Parent/Guardian/Custodian Registration 

2. The department should keep a document on file that verifies the age of the minor (e.g. birth certificate) 

 

Please note: 

• The Fair Labor Standards Act (FLSA) sets the minimum age for employment at 14 years of age and limits the 

number of hours worked by minors under the age of 16. For more information, please visit Department of 

Labor and Industry.  

 

 

https://secure-web.cisco.com/1n5x4qOP7LaWriCNzmAFUYE2LICS-ZD9X7ahKpMQIS1rfp3HpY4oVAl0MWnj2KVPZoTQoZYPqk_NRo7Okma7Tkh4Miz3hc_aeOQaKpm5lCJz4nSYG940gzRfGTEANXvMy97n0mPuRVGyC41MUjvKkdTcFyu6j_qnXVUVqiZLjzoNCA2m1WOnupLyjJNmie4Fl26iks9WOXnVmj8dsNIqiCIObYh9WbYC8tD5lodyxG2Pq1Rhx6Bt4hcHKywE4QpM4EqVN-OhofzDIvEXTm7299EY7QNeCh5CZ5ZgWcYzcMOCvpHktrOcfMaWQRaLplblpTQhoHbVxYo8PJOSffUFSdzgZ3o8aloHG8EuFHnluwJQGmqizPoct6h8lJ9gzuGemmDLoKvZPtHNfFsTYvqsrCTq3wQZcADKEJvJdgtXWcnEigtLw02MuN1QSN3DDZR5aHJ9-JuuswozqToMKtH2eaQ/https%3A%2F%2Fvaeecs.doli.virginia.gov%2Fvaeecs%2F
https://secure-web.cisco.com/1UVsyfYv_jdWkv3F0gwk5MwYFLEKmma2wvSLPvD9O2aWtJyiCyngPxbJ99r-klTpAXeu9ysHpOybhXbctIy949QV8yetYJ1mr23cjR-P8QdtjslDJegFMBdBg3Wj9cgkR64LZ-qEekFT_Gjd4a5N3D04x0VYR91C47_whrIuVzPkCO0S5DxCbZNfhqStgT328ljt8nkvzA6clOAwFmcy16BwfsUmLO_Z5sS97I1D0B4ZfKuHxwAxJY1YAAkh0MglQJLfaVDFFRWM8mbePtFUPuHo44pMLwA_YRbwGvRFIA0Rm4wmVvSn8-J9KjWPgni6ep4AsUENiI2T2IC4Vbx-dO0T9K9NY78pEloYT-i6TFhEKGec9SUPcP5tGsOWj6xo9ixhsRwSpWmyr4HOAUmEygn2Mb6wXjcgBzVLI9nFxBwquqoEGCF5qzMB4eo553QaGPkxGkozcUVJ7E90nU7HyvQ/https%3A%2F%2Fwww.doli.virginia.gov%2Flabor-law%2Fchild-labor-law-faqs%2F
https://secure-web.cisco.com/1UVsyfYv_jdWkv3F0gwk5MwYFLEKmma2wvSLPvD9O2aWtJyiCyngPxbJ99r-klTpAXeu9ysHpOybhXbctIy949QV8yetYJ1mr23cjR-P8QdtjslDJegFMBdBg3Wj9cgkR64LZ-qEekFT_Gjd4a5N3D04x0VYR91C47_whrIuVzPkCO0S5DxCbZNfhqStgT328ljt8nkvzA6clOAwFmcy16BwfsUmLO_Z5sS97I1D0B4ZfKuHxwAxJY1YAAkh0MglQJLfaVDFFRWM8mbePtFUPuHo44pMLwA_YRbwGvRFIA0Rm4wmVvSn8-J9KjWPgni6ep4AsUENiI2T2IC4Vbx-dO0T9K9NY78pEloYT-i6TFhEKGec9SUPcP5tGsOWj6xo9ixhsRwSpWmyr4HOAUmEygn2Mb6wXjcgBzVLI9nFxBwquqoEGCF5qzMB4eo553QaGPkxGkozcUVJ7E90nU7HyvQ/https%3A%2F%2Fwww.doli.virginia.gov%2Flabor-law%2Fchild-labor-law-faqs%2F
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Non-Benefitted Assignment Process 

    

 

 

 

 

Non-Benefitted Assignment Classifications 

Adjuncts, Graduate Assistants, Non-Student Wage, Student Wage 

HR Liaison emails relevant offer/welcome letter to employee  

• Wage Welcome Letter 

• Adjunct Offer Letter 

• Grad Student Offer Letter    

• Faculty appointment Overload/Additional Assignment Letters  

•  

HR Liaison submits a packet 

in MasonOnBoard 

Employee selected and accepts assignment 

Yes No 

Employee 1) starts the onboarding packet 2) 

receives and submits info requested from 

automated Background Check Request 3) comes to 

HR (Merten Hall 4100) to complete Section II of I-9 

on or before their first day. 

Does employee have a G# in 

Banner and complete 

biographical information in 

SPAIDEN? 

HR Liaison receives an automatic "packet 

complete" email from MasonOnBoard 

  HR Liaison views packet for 

biographical information to 

enter/query in 

Banner/SPAIDEN. 

No 

Yes 

HR Liaison creates a G# in 

Banner and/or completes 

information required in 

SPAIDEN  

HR Liaison creates/submits 

employment/job information 

via Banner/NOAEPAF  

  HR Liaison confirms employee 

has a current background check 

(within the last 3 years) by 

emailing bkground@gmu.edu. 

 (HR Liaison can submit a new 

abbreviated onboarding packet 

by selecting “yes” to employed 

in the past 365 days question.) 

 

 

Is the employee brand new to Mason? Or 

has the employee had over 1-year break 

in service in NBIJLST? 

HR Liaison confirms receipt of 

successful background check 

completion email on or before the 

employee’s first day. 

HR Liaison creates/submits 

employment/job information 

via Banner/NOAEPAF  

https://learn-us-east-1-prod-fleet01-xythos.content.blackboardcdn.com/blackboard.learn.xythos.prod/5a30bcf95ea52/23141843?X-Blackboard-Expiration=1654030800000&X-Blackboard-Signature=t3PKI9xOSMwOIiX2VFu%2F3yh3a2gKmTco3kIjGbnZrB8%3D&X-Blackboard-Client-Id=200078&response-cache-control=private%2C%20max-age%3D21600&response-content-disposition=inline%3B%20filename%2A%3DUTF-8%27%27TA_WageWelcomeLetter.pdf&response-content-type=application%2Fpdf&X-Amz-Security-Token=IQoJb3JpZ2luX2VjEDoaCXVzLWVhc3QtMSJGMEQCIHuW%2B4IURiaA3MZRa0mBeRe%2BaM63CL9Wr85JocWG1FzXAiAgahodPMx1sFKEG4K%2FBXIVMC98AlNqa%2Fz%2BMKYBAjtP%2BirTBAgzEAAaDDU1NjkwMzg2MTM2MSIMyijN2vXsle10iKu1KrAE9%2FoT9WFWscv5tbJdEm6cOGmPKIojq87rn81VQY2uifeK%2FGXd%2BlGTnwGL8DhzFGxQPZtfmT%2F6RX%2BVC5FfLpUQNoVVXZzjqH5KetQH84RDjqa%2Br3NqOHU2wpDWdGm%2FTKEmVYGyUn10mIUD0mOiXzmQyi9GoP%2FcO2RgtgOktcEml86Sd67Ckw5X6uJyzQnWkoUSecV8AtEIDHqdiZU52hFSiei8XijApVXBk1GK%2Bc4tJnywPUrJDh8wSJvCFnbdKEZGcMa9VXx87waw1GFiCI6gUEBFJiwz3t6%2FSHBXU%2BuDvPmlXkoD0wffmoLJjHsOwToQBG%2Fd1VqxmXysYzm0kKIPzIEsfQX2tkt%2BnAnA7FDe4WrYqmmJGHP%2FC%2FxNxw9F4oI5sMnwBFiA37ynONWYoeC6r%2Fy2Znt%2FvuGFNF4CYtvWAv%2BnVEUpuJ45FeJiAge4QPOTf4ilO0M1Uy8CIEfz4ZWTyLmEms9bif9s3YpLFinPPljlIx4%2FICHkUIOCqTJQzpVR4%2FvIry100Q1maZ0DimnGo7CPln0W7fsdXDyUuW5MAnaldqeAj5lRL9yqurjV5p7M41vBskpQQZUnC8%2BcRVY%2FKRSnCfCmIpCCSgQ28fbSLUMv29hx%2FRwY%2BocVBgOy7EC9kNB9t0gZddxFJWo3PxJGCr3x2GshZs%2B2HoZKOgA1IknRuiqaOZcUkI26D%2BDr3a52CY8G0MlvbzZ9%2FXHPrKacePOumXDyACls5nMGElr6z7kwsabZlAY6qgG57DHT9Ki1slW84fe45NYGLmeOel3uR8J%2BompCjUcOIpQ478tY8LqI5XgZ%2FuMuaEt0wRiPl4HT79z52eeiNWaZ4ElTlvG1C0IJ8%2BywBVwjHXbEeYxakdAG0AQoEFsgY%2F2ysB9V0xiJ%2F3Z%2BU1a3wmnL0fQuH%2FRXP0RsAdAA5Kv44Xv5c3Olb1YlAB%2FxhqzSmzN9V%2FB3Y8Ae5j1bDb8eH4Sg2ZA4F%2BpmwX8X%2BA%3D%3D&X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Date=20220531T150000Z&X-Amz-SignedHeaders=host&X-Amz-Expires=21600&X-Amz-Credential=ASIAYDKQORRYWEUM5EOT%2F20220531%2Fus-east-1%2Fs3%2Faws4_request&X-Amz-Signature=34e44782f215c8415a035279ac6ffce63304b13c1af2c96e7570973629e0eaf3
https://learn-us-east-1-prod-fleet01-xythos.content.blackboardcdn.com/blackboard.learn.xythos.prod/5a30bcf95ea52/23141843?X-Blackboard-Expiration=1654030800000&X-Blackboard-Signature=t3PKI9xOSMwOIiX2VFu%2F3yh3a2gKmTco3kIjGbnZrB8%3D&X-Blackboard-Client-Id=200078&response-cache-control=private%2C%20max-age%3D21600&response-content-disposition=inline%3B%20filename%2A%3DUTF-8%27%27TA_WageWelcomeLetter.pdf&response-content-type=application%2Fpdf&X-Amz-Security-Token=IQoJb3JpZ2luX2VjEDoaCXVzLWVhc3QtMSJGMEQCIHuW%2B4IURiaA3MZRa0mBeRe%2BaM63CL9Wr85JocWG1FzXAiAgahodPMx1sFKEG4K%2FBXIVMC98AlNqa%2Fz%2BMKYBAjtP%2BirTBAgzEAAaDDU1NjkwMzg2MTM2MSIMyijN2vXsle10iKu1KrAE9%2FoT9WFWscv5tbJdEm6cOGmPKIojq87rn81VQY2uifeK%2FGXd%2BlGTnwGL8DhzFGxQPZtfmT%2F6RX%2BVC5FfLpUQNoVVXZzjqH5KetQH84RDjqa%2Br3NqOHU2wpDWdGm%2FTKEmVYGyUn10mIUD0mOiXzmQyi9GoP%2FcO2RgtgOktcEml86Sd67Ckw5X6uJyzQnWkoUSecV8AtEIDHqdiZU52hFSiei8XijApVXBk1GK%2Bc4tJnywPUrJDh8wSJvCFnbdKEZGcMa9VXx87waw1GFiCI6gUEBFJiwz3t6%2FSHBXU%2BuDvPmlXkoD0wffmoLJjHsOwToQBG%2Fd1VqxmXysYzm0kKIPzIEsfQX2tkt%2BnAnA7FDe4WrYqmmJGHP%2FC%2FxNxw9F4oI5sMnwBFiA37ynONWYoeC6r%2Fy2Znt%2FvuGFNF4CYtvWAv%2BnVEUpuJ45FeJiAge4QPOTf4ilO0M1Uy8CIEfz4ZWTyLmEms9bif9s3YpLFinPPljlIx4%2FICHkUIOCqTJQzpVR4%2FvIry100Q1maZ0DimnGo7CPln0W7fsdXDyUuW5MAnaldqeAj5lRL9yqurjV5p7M41vBskpQQZUnC8%2BcRVY%2FKRSnCfCmIpCCSgQ28fbSLUMv29hx%2FRwY%2BocVBgOy7EC9kNB9t0gZddxFJWo3PxJGCr3x2GshZs%2B2HoZKOgA1IknRuiqaOZcUkI26D%2BDr3a52CY8G0MlvbzZ9%2FXHPrKacePOumXDyACls5nMGElr6z7kwsabZlAY6qgG57DHT9Ki1slW84fe45NYGLmeOel3uR8J%2BompCjUcOIpQ478tY8LqI5XgZ%2FuMuaEt0wRiPl4HT79z52eeiNWaZ4ElTlvG1C0IJ8%2BywBVwjHXbEeYxakdAG0AQoEFsgY%2F2ysB9V0xiJ%2F3Z%2BU1a3wmnL0fQuH%2FRXP0RsAdAA5Kv44Xv5c3Olb1YlAB%2FxhqzSmzN9V%2FB3Y8Ae5j1bDb8eH4Sg2ZA4F%2BpmwX8X%2BA%3D%3D&X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Date=20220531T150000Z&X-Amz-SignedHeaders=host&X-Amz-Expires=21600&X-Amz-Credential=ASIAYDKQORRYWEUM5EOT%2F20220531%2Fus-east-1%2Fs3%2Faws4_request&X-Amz-Signature=34e44782f215c8415a035279ac6ffce63304b13c1af2c96e7570973629e0eaf3
https://provost.gmu.edu/faculty-matters/faculty-appointments#:~:text=Term%20Research%20Faculty-,Adjunct%20Faculty,-Administrative/Professional%20Faculty
https://provost.gmu.edu/faculty-matters/faculty-appointments#:~:text=Term%20Research%20Faculty-,Adjunct%20Faculty,-Administrative/Professional%20Faculty
https://provost.gmu.edu/academics-and-research/graduate-education/graduate-student-appointments-fellowships#:~:text=and%20MFA%20Students-,Appointments,-GTA%2C%20GRA%2C%20or
https://provost.gmu.edu/faculty-matters/faculty-appointments#:~:text=to%20graduate%20students.-,Faculty%20Appointments,-Tenure%2DTrack%20Faculty
https://masononboard.gmu.edu/
https://hr.gmu.edu/employee-relations/background-investigations/
https://hr.gmu.edu/epaf-non-benefited-onboarding/
mailto:bkground@gmu.edu
https://hr.gmu.edu/epaf-non-benefited-onboarding/
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Records Retention 
Recruitment Notes 
All recruitment notes for non-benefitted positions must be kept for a minimum of three years from 

the date of hire within the department. We strongly encourage the departments to submit the 

documents electronically to Talent Acquisition team at jobs@gmu.edu via email as well. After the 

three-year mark, it is recommended departments send documents to Records Management for 

confidential destruction.  

 

Offer letters/Contracts 
All departments should retain the following records: 

• Welcome Letters and resumes for wage, student wage, and Work-Study employees  
• Due to a revision of the Records Retention Schedule, Adjunct Faculty and Graduate 

Teaching/Research Assistants contracts are now required to be kept separately for 50 
years. You may keep these records on a shared drive folder by year.  

 

Alternatively, the department may retain paper records. However, please send to Records Management after 

employee termination. 

The Affordable Care Act  

The Affordable Care Act (ACA), requires all non-benefited employees (wage workers, adjuncts, and students) not 

work more than 1450 hours per ACA year. More information can be found here:  ACA FAQs. 

 

Electronic Approval Actions Forms (EPAFs) 
Electronic Approval Actions Forms (EPAFs) are the way colleges, units, and departments submit temporary 
assignments for employees.  Temporary assignments include Non-student wage, Student wage, Work-study, 
Adjunct, Graduate Assistant, Resident Assistant, and Miscellaneous assignments.  A SPAIDEN record must first exist 
before an EPAF can be submitted.  An EPAF must be submitted for each assignment and the appropriate paperwork 
must be completed for the employee.   
 
Onboarding and EPAF Manual  
 
 

mailto:jobs@gmu.edu
https://hr.gmu.edu/home/class-and-comp/aca-faq/
https://hr.gmu.edu/epaf-non-benefited-onboarding/

