UW-KENYA REGULAR EMPLOYEE HIRING FLOWCHART
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UW-Kenya Hire Request Catalyst Survey
https://catalyst.uw.edu/webg/survey/uwkenyal/232905

Abbreviations

PI - Principal Investigator

Pl designee - the person in charge of
managing the UW-Kenya hire process on
behalf of the Pl and study team

Ubora Ops Team - UW-Kenya CEO,
Seattle-based project manager, UW-Kenya
Country Office staff

UWK CO - UW-Kenya Country Office staff
PFA - Project Field Administrator

NHIF - National Hospital Insurance Fund
NSSF - National Social Security Fund
KRA - Kenya Revenue Authority

(see UWK website)

'{ hiring requirements

A

If recruiting for a new

employee, Pl & team do

the following:

If transitioning a UW
collaborative project
employee to UWK, Pl &
team do the following:

HELB - Higher Education Loan Board

!

’ Conduct recruitment l

?

Select candidate &
finalize salary (within
UWK salary range)

Provide UWK Country
Office with new hire's
information (interview
minutes, CV, national ID
or passport, NHIF card,
NSSF card, KRA Pin
certificate,
academic/professional
certificates, copy of
HELB deduction
instructions, bank
account details

y

Provide UWK CO with
new hire's information
(CV, national ID or
passport, NHIF card,
NSSF card, KRA Pin
certificate,
academic/professional
certificates, copy of
HELB deduction
instructions, bank
account details

!

UWK Country Office
drafts offer letter and
contract

Additional documents for UW-Kenya hiring & payroll are available on our

http://depts.washington.edu/kenyares/uw-kenya/hiring-and-payroll-information/

website:

UWK Seattle-based project
manager arranges for UW
Pl and UWK CEQO's

electronic signatures on offer——
letter and contract and
returns signed contract
documents to UWK CO

UWK CO provides new
employee orientation;
arranges for new hire's
signature on contract

documents and on UWK
Employee Handbook

UWK CO creates new
employee file and saves all
new hire documents

New employee starts and
submits monthly timesheets
to their study team's PFA

[ uwco manages monthly )
payroll (see UWK Payroll
Process)

P1or designee completes the|
HR & Payroll Change Form
(see UWK website) for any
changes to employment
status, salary & benefits, or
personal details

!

Employee supervisor
completes Annual
Performance Review (see
UWK website)
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