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	P.O. Box V-38 ∙ Palo Alto, CA  94304-0038

EMPLOYMENT FORMS AND INFORMATION

We are pleased to welcome you to PAIRE.  Listed below and in the new hire packet you will find information related to your employment with us.  All employees are required to have a WOC appointment with the VA Palo Alto Health Care System 
You will receive email notification regarding your WOC process from Research Administration.  

Please review the forms listed below and return the completed PAIRE employment paperwork to PAIRE Human Resources office on your first day of work.  For questions, please contact hr@paire.org or call 650.858.3970.

	EMPLOYMENT INFORMATION

	Name:
[bookmark: Text13]     
	Preferred Email:
[bookmark: Text8]     
	Work Phone:
[bookmark: Text6]650.493.5000 ext.     

	VA Mail Code:
[bookmark: Text9]     
	Do you receive salary from
|_|VA
|_|Stanford
|_|Neither 
	If you are receiving other funds from VA or Stanford, provide your VA or Stanford work schedule:
[bookmark: Text10]     



	Prior service in military, federal, Stanford or VA-affiliated non-profit may be creditable service towards leave group.  Please check any boxes below that apply.  You will be required to submit appropriate documentation to support this information.  Please note that prior experience at Stanford is only creditable contingent upon a direct grant transfer from Stanford as per our agreement with them.

	[bookmark: Check6]|_|VA
[bookmark: Check8]|_|Federal Agency 
[bookmark: Check9]|_|Stanford University (see above limitation)

	|_|Military1
[bookmark: Check10]|_|VA-affiliated non-profit organization
1Submit DD-214 to HR
	If federal agency or non-profit, provide name:
     
	Dates of prior service:

[bookmark: Text12]     



EMPLOYMENT FORMS
	Documents to complete and return to HR
	Review these options at www.trinet.com and complete on-line
	New Hire Orientation

	· The Federal Standards of Ethical Conduct
· Form I-9, Employment Eligibility Verification
(must have original documents for proof of work eligibility in the US)
· New Employee Personal Information
· PAIRE Application for Employment, if not given to Hiring   	Manager at time of interview
· OF-306, Declaration for Federal Employment
	· W-4, Employee’s Tax Withholding Form 
· Direct Deposit Form 
· Peronnel Information and Emergency Contact
	You will be notified regarding the required new hire orientation session which is given once a month from our TriNet representative.




EMPLOYMENT INFORMATION
Employee Handbook:  Please review TriNet’s Employee Handbook, PAIRE’s Addendum and the PAIRE Employee Handbook.  

NEW HIRE INFORMATION
	These documents are located at www.paire.org & in your new hire packet
	These documents are located at www.thestandard.com & in your new hire packet, if applicable 
	These California required notifications located at www.hrpassort.com

	· Timesheets/ Due Dates
· Calendar of Pay Periods/Pay Dates
· FAQ’s for Timesheet Submission
· TriNet Benefits @ A Glance 
· PAIRE Benefit Rates
	· An Overview of the PAIRE Retirement Plan - (enrollment form found in the back of this booklet)
· PAIRE Retirement Plan booklet
· Enrollment forms

	· PAIRE Addendum
· Sexual Harassment is Forbidden by Law 
· Paid Family Leave information
· State Disability information
· Worker’s Compensation information
· TriNet Benefit Guidebook



PAIRE BENEFIT ELIGIBILITY
	
	Medical/ Dental/Vision
Insurance
	Flexible Spending Account
	401(k) Retirement Plan*
	Vacation, Sick & Holiday Pay
	Employee Assistance Program

	Post doc
	[bookmark: Check11]|_|
	[bookmark: Check12]|_|
	*May defer to plan but not eligible for pension/match
	
	[bookmark: Check13]|_|

	Full-time 
(30 + hours per week)
	|_|
	|_|
	|_|
	|_|
	|_|

	Part-time
(20 to 29 hours per week)
	
	
	|_|
	|_|
pro-rated
	|_|

	On-Call
(19 or less hours per week)
	
	
	|_|
	
	|_|

	Temporary
(up to 40 hours per week)
	
	
	
	
	|_|



MEDICAL BENEFIT INFORMATION:
If you are a Regular (not temporary), full-time (30 hours or more per week) employee, you will receive the TriNet Benefit Guidebook including a cost sheet.  This booklet has information pertaining to all health insurance options, life insurance, flexible spending, and other optional benefits.  Once you are set up in TriNet’s system on your date of hire, go to www.trinet.com to select your benefits.  You will have 30 days from date of hire to elect/waive health insurance coverage.  If you are an On-call or Temporary employee, you are not eligible for TriNet group health. 

EMPLOYEE ACKNOWLEDGMENT:
I acknowledge receipt of the documents, forms, handbooks, and information listed above, including acquiring a Without Compensation appointment (WOC) with the VA Palo Alto Health Care System (VAPAHCS).  I understand that none of the information above or any other PAIRE document confers any contractual right, either expressed or implied, to remain in PAIRE’s employ.  

I acknowledge that my employment is not for any specific time and may be terminated at will, with or without cause and without prior notice, by PAIRE or I may resign for any reason at any time.  No supervisor or other representative of PAIRE (except the Executive Director or designee) has the authority to enter into any agreement for employment for any specified period, or to make any agreement contrary to the above. 



________________________________	________________________________	_______________
Print/Employee’s Name	Signature/Employee’s Signature	Date



PAIRE CERTIFICATION:

On behalf of PAIRE, I certify that I have discussed the above materials with the PAIRE employee whose name is listed on this form.



______________________________________	_______________________________
Signature/Authorized Representative of PAIRE	Date
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