B rn u kI “ “ Human Resource Services, Office of

2900 Bedford Ave. ¢ Brooklyn, NY 11210

TEL 718-951-5377 « FAX 718-951-4859
www.brooklyn.cuny.edu/hr

NEW FULL TIME CLASSIFIED STAFF

EMPLOYEE NAME DEPARTMENT

Please click on the links below. Print and complete ALL the required documents, which are needed for your
on-boarding appointment and must be submitted to the Office of Human Resource Services before you may
begin working. Submissions that do not minimally contain the following documents cannot be processed:

CUNY Employment Application
1. [ ]Part Two
2. [ ]PartThree
3. [ ]PartFour
4. [ ]CUNY External Employment Form

CUNY New Employee Print and Sign forms

5. [ ]Personal Data Form

6. [ ] Emergency Contact Information

7. [ ] Statement of Citizenship

8. [ ]Emergency Evacuation Assistance

9. [ ] Self-Identification Ethnicity form

10. [ ] Self-Identification Veteran form

11. [ ] Self-Identification of Disability form

12. [ JW-4,17-2104

13. [ ] Direct Deposit and Addendum Direct Deposit of Salary Enrollment Forms
14. [ ]IT Security Orientation

15. [ ] Amended Constitutional Oath

16. [ ] Brooklyn College Individual Email / Network Account Application

CUNY Employment Policies
17. [ ] CUNY Policy Checklist/Receipt of Policies for New Hires

Benefits Package
18. [ ] Classified Full Time Benefits Checklist
Additional Required ltems To Bring With You:

19. [ ] Fingerprint receipt — instructions for fingerprinting

20. [ ]1-9 Form and List of acceptable documents for 1-9 Verification

21. [ ] Social Security Card Original - for payroll purposes
22. [ ]High School Diploma, Degrees or Licenses where applicable

23. [ ] Postal money order (if hired from a Search and not a Hiring Pool)

24, [ ] Offer letter (if hired from a Search and not a Hiring Pool)

l The City
University
of
\ Mew York


http://www.brooklyn.cuny.edu/web/off_hr/FORMS_Part_One-Two.pdf
http://www.brooklyn.cuny.edu/web/off_hr/FORMS_Part_Three.pdf
http://www.brooklyn.cuny.edu/web/off_hr/FORMS_Part_Four.pdf
http://www.brooklyn.cuny.edu/web/off_hr/FORMS_CUNY_External_Employment_Form.pdf
http://www.brooklyn.cuny.edu/web/off_hr/FORMS_Personal_Data_form.pdf
http://www.brooklyn.cuny.edu/web/off_hr/FORMS_Emergency_Contact_Information.pdf
http://www.brooklyn.cuny.edu/web/off_hr/FORMS_Statement_of_Citizenship.pdf
http://www.brooklyn.cuny.edu/web/off_hr/FORMS_Emergency_Evacuation_Assistance.pdf
http://www.brooklyn.cuny.edu/web/off_hr/FORMS_Self-Identification_Ethnicity_form_.pdf
http://www.brooklyn.cuny.edu/web/off_hr/FORMS_Self-Identification_of_Veteran_form.pdf
http://www.brooklyn.cuny.edu/web/off_hr/FORMS_Self-Identification_Disability_form.pdf
https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.tax.ny.gov/pdf/current_forms/it/it2104_fill_in.pdf
http://www.brooklyn.cuny.edu/web/off_hr/201009_FORMS_NYS-Direct-Deposit.pdf
http://www.brooklyn.cuny.edu/web/off_hr/FORMS_IT_Security_Orientation.pdf
http://www.brooklyn.cuny.edu/web/off_hr/FORMS_Amended_Constitutional_Oath.pdf
http://infotech.brooklyn.cuny.edu/pdf/emailapp.pdf
http://www.brooklyn.cuny.edu/web/off_hr/FORMS_CUNY_Policy_Receipt.pdf
http://www.brooklyn.cuny.edu/web/off_hr/FORMS_Benefits-Classified_Full_Time_.pdf
http://www.brooklyn.cuny.edu/web/off_hr/170822_FORMS_Fingerprinting-Procedures.pdfhttp:/www.brooklyn.cuny.edu/web/off_hr/170822_FORMS_Fingerprinting-Procedures.pdf
http://www.brooklyn.cuny.edu/web/off_hr/FORMS_I-9_List_of_acceptable_documents.pdf

B r n n kl " The C ity Human Resource Services, Office of Classified Staff
University
of New York 2900 Bedford Avenue - Brooklyn, NY 11210

E n II e E e TEL 718-051-5377 = FAX 718-951-4859

FINGERPRINTING

All employees appointed to a Classified title must be fingerprinted in
accordance with CUNY‘s Rules and Regulations.

For College Assistants Only:

College Assistants are required to be fingerprinted if the duties they have been
hired to perform will include one or more of the following tasks : interaction with
minors under the age of 17, lifeguards, coaches, any fiscal, budget or accounting
activities on behalf of the College (including petty cash), or access to sensitive
student or employee information.

All other College Assistants are exempt from the fingerprinting requirement if
they are full-time students: undergraduate students enrolled for at least 12
credits or graduate students enrolled for at least 9 credits. Please note that
documentation will be required each semester in order to maintain the
exemption status. College Assistants must be fingerprinted upon graduation, or
upon enroliment for less than the 12 (undergraduate) or 9 (graduate) credits in a
given semester.

Please contact the Office of Human Resource Services to confirm if you will be
required to be fingerprinted.

Fingerprinting instructions are listed on page 2.

Feel free to contact the Office of Human Resource Services if you have any further
questions at 718-951-5377.



The Clty Office of Human Resources Management
Unive I’Si’[y HR Advisory Services
205 East 42nd Street, 10th floor
of New York, N.Y. 10017
646-664-3311 Fax 646-664-3836
NeW York Classified.CentEx@cuny.edu

Procedures for Candidates Fingerprinting
Morphotrust USA Enroliment Services (formerly L1 Enrollment Services

As part of the background check, the next step in the hiring process is for you to provide The
University with fingerprints. To do so, please follow the instructions here:

1. You are required to pre-register prior to going to fingerprint location by:

a) Calling 1-877-472-6915 to speak with a Customer Service Representative (CSR) so
they can capture demographic data. All credit card payments ($87.00) must be made
onsite at the time of the fingerprinting session.

or

b) Visit MorphoTrust USA website at www.identogo.com and submit your
demographic data. All credit card payments must be made onsite at the time of the
fingerprinting session. ($87.00)

2. At the time of registration, you will need to provide the following information:
CUNY Service Code #: 156J7Y

Name of College you are applying to: Brooklyn College
College ID Code you are applying to: 70010

3. At the fingerprint location, you are required to take this notice and two forms of identification.
Please note: a photo ID is required before any applicant can be fingerprinted (acceptable
forms of photo ID are either state or federally issued, i.e. Drivers License, State ID, Passport,
Alien Registration Card, Unexpired Foreign Passport, School or College ID, Unexpired
Employment Authorization with photo, or Photo ID Card issued by Federal, State, or Local
Gov’t). Along with a Social Security Card, VVoter Registration Card, US Military Card or
Draft Record, Military Dependants ID, Coast Guard Merchant Mariner 1D, Native America
Tribal Document, Canadian Drivers License, Permanent Resident Card, US Passport (expired
or unexpired), Alien Registration Receipt Card, Unexpired Foreign Passport, Photo ID Card
issues by Federal, State or Local Gov’t, Original or Certified Copy of Birth Certificate,
Certificate of Birth Abroad (issued by US), or a US Citizen ID Card.

4. Once you have been fingerprinted, the fingerprint technician will transmit the fingerprint
records electronically to the Division of Criminal Justice Services. The fingerprint technician
also issues a receipt for the fingerprinting service to you. The Division of Criminal Justice
Services processes the background check for the state of New York. When the background
check is completed, the results are returned directly to The City University of New York.
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mailto:Classified.CentEx@cuny.edu
http://www.identogo.com/

5. Payment for fingerprinting services is required at the time of the fingerprinting session.
MorphoTrust USA accepts personal check, money order, business check, credit card, e-check,
and escrow account transactions.

Final Note: Fees for fingerprint services vary depending on the type of background check
required. The fees assessed by MorphoTrust USA include the fingerprint rolling
charges and any fingerprint processing charges levied by the Department of State.
MorphoTrust USA collects the fee for each applicant and makes the appropriate
payments to the Division of Criminal Justice Services on behalf of the applicants.

Appointments are required at all locations - please proceed to the appointment
registration page and set up an appointment time for your fingerprinting or

call toll-free 877-472-6915

Location listing is accurate as of Friday, February 07, 2014 locations are subject

NEW YORK METRO
Bronx - E 149Th St

Bronx - E 149th St - 2nd System

to change without notice.

Bronx, NY. (349 E 149th St, Ste 605) [Map (opens new Mon, Tue, Thu & Fri 9:00 - 5:00; Wed 9:00 - 6:00; E/O Sat
browser)] 10:00 - 2:00

bBronX,)]NY. (349 E 149th St, Ste 605) [Map (0pens New y1on - Thu 9:00 - 2:00 & 2:30 - 4:00
rowser

. i Mon, Tue, Thu & Fri 9:00 - 5:00; Wed 9:00 - 7:00; Sat 9:00 -
Bronx - Third Ave - 2nd System Bronx , NY. (2804a Third Ave) [Map (opens new 500
browser)] :
Bronx - Third Ave - Between 147th Bronx, NY. (2804a Third Ave) [Map (opens new Mon, Tue, Thu & Fri 9:00 - 5:00; Wed 9:00 - 7:00; Sat 9:00 -
& 148th St browser)] 2:00
Brooklyn meOk'%”’ NY. (2174 Fulton St) [Map (opens new Mon - Thu 9:00 - 5:00; Fri 9:00 - 7:00; E/O Sat 9:00 - 3:00
rowser,

Brooklyn - Flatbush

Brooklyn - Flatbush - 2nd System
Glendale

New York - Broadway

New York - W 35th St

New York - W 35th St - 2nd
System
New York - W 35th St - 3rd
System

New York - W 35th St -
Commercial Apps Only

Rev 6-28-17

Brooklyn, NY. (1772 Flatbush Ave - Between Ave's J & Mon - Fri 9:00 - 12:00 & 12:30 - 9:00; Sat 10:00 - 12:00 &
K) [Map (opens new browser)] 12:30 - 6:00

Brooklyn, NY. (1772 Flatbush Ave Between Ave's J & Mon - Fri 10:00 - 3:30 & 4:00 - 7:00
K) [Map (opens new browser)]
Mon, Tue, Thu & Fri: 9:00 - 12:00 & 1:00 - 5:00; Wed 9:00 -

Glendale, NY. (79-63 Myrtle Ave) [Map (opens new 12:00 & 1:00 - 7:00; Sat 10:00 - 2:00

browser)]

New York, NY. (1412 Broadway, 17th Fl) [Map (opens Mon - Fri 9:25 - 1:00 & 2:00 - 4:45
new browser)]

NeW York, NY (247 W 35th St, Ste 201) [Map (OpenS Mon - Fri 9:00 - 1:30 & 2:30 - 520, Sat 10:00 - 4:00
new browser)]

New York, NY. (247 w 35th St, Ste 201) [Map (opens
new browser)]

New York, NY. (247 W 35th St, Ste 201) [Map (opens


http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=349%2BE%2B149Th%2BSt%2C%2BSte%2B605%2BBronx%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=349%2BE%2B149Th%2BSt%2C%2BSte%2B605%2BBronx%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=349%2BE%2B149th%2BSt%2C%2BSte%2B605%2BBronx%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=349%2BE%2B149th%2BSt%2C%2BSte%2B605%2BBronx%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=2804A%2BThird%2BAve%2BBronx%2B%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=2804A%2BThird%2BAve%2BBronx%2B%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=2804A%2BThird%2BAve%2BBronx%2B%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=2804A%2BThird%2BAve%2BBronx%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=2804A%2BThird%2BAve%2BBronx%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=2174%2BFulton%2BSt%2BBrooklyn%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=2174%2BFulton%2BSt%2BBrooklyn%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=2174%2BFulton%2BSt%2BBrooklyn%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=1772%2BFlatbush%2BAve%2B-%2BBetween%2BAve%27s%2BJ%2B&amp;%2BK%2BBrooklyn%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=1772%2BFlatbush%2BAve%2BBetween%2BAve%27s%2BJ%2B&amp;%2BK%2BBrooklyn%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=79-63%2BMyrtle%2BAve%2BGlendale%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=79-63%2BMyrtle%2BAve%2BGlendale%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=79-63%2BMyrtle%2BAve%2BGlendale%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=1412%2BBroadway%2C%2B17th%2Bfl%2BNew%2BYork%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=1412%2BBroadway%2C%2B17th%2Bfl%2BNew%2BYork%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=1412%2BBroadway%2C%2B17th%2Bfl%2BNew%2BYork%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=247%2BW%2B35th%2BSt%2C%2BSte%2B201%2BNew%2BYork%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=247%2BW%2B35th%2BSt%2C%2BSte%2B201%2BNew%2BYork%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=247%2BW%2B35th%2BSt%2C%2BSte%2B201%2BNew%2BYork%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=247%2BW%2B35th%2BSt%2C%2BSte%2B201%2BNew%2BYork%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=247%2BW%2B35th%2BSt%2C%2BSte%2B201%2BNew%2BYork%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=247%2BW%2B35th%2BSt%2C%2BSte%2B201%2BNew%2BYork%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=247%2BW%2B35th%2BSt%2C%2BSte%2B201%2BNew%2BYork%2C%2BNY

New York - William St - 2nd New York, NY. (130 William St, Ste 900) [Map (0pens  y1on & Thu 9:00 - 6:00; Tue & Fri 9:00 - 5:00; Wed 9:00 -

System TE BT 7:00; 3rd Sat 9:00 - 1:00
New York - William St - Across New York, NY. (130 wiliam St, Ste 900) [Map (0pens  njon & Thu 9:00 - 6:00; Tue & Fri 9:00 - 5:00; Wed 9:00 -
from Dept of State new browser)] 7:00; 3rd Sat 9:00 - 1:00
New York - William St - New York, NY. (130 William St, Ste 900, Ninth Fr) _
[Map (opens new browser)] Mon - Fri 9:00 - 5:00

Commercial Apps Only

Queens - Jamaica Jamaica, NY. (9024 161st St) [Map (opens new Mon - Fri 7:00 - 8:00; Sat 8:30 - 3:00
browser)]

Queens - Jamaica - 2nd System Jamaica, NY. (9024 161st St) [Map (opens new Mon - Fri 7:00 - 8:00; Sat 8:30 - 3:00
browser)]

Staten Island, NY. (159 New Dorp Plz, Ste 201) [Map Mon & Wed 11:00 - 5:00; Tue & Thu 9:00 - 3:00; Fri 9:00 -
(opens new browser)] 3:00; E/O Sat 10:00 - 3:00

Yonkers , NY. (5 Seminary Ave, Ste 4) [Map (opens  Mon, Tue, Wed & Fri 10:00 - 2:30 & 3:30 - 5:00; Thu 10:00 -
new browser)] 2:30 & 3:30 - 7:00; Sat 10:00 - 2:00

Staten Island

Yonkers
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http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=130%2BWilliam%2BSt%2C%2BSte%2B900%2BNew%2BYork%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=130%2BWilliam%2BSt%2C%2BSte%2B900%2BNew%2BYork%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=130%2BWilliam%2BSt%2C%2BSte%2B900%2BNew%2BYork%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=130%2BWilliam%2BSt%2C%2BSte%2B900%2BNew%2BYork%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=130%2BWilliam%2BSt%2C%2BSte%2B900%2BNew%2BYork%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=130%2BWilliam%2BSt%2C%2BSte%2B900%2BNew%2BYork%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=130%2BWilliam%2BSt%2C%2BSte%2B900%2C%2BNinth%2BFlr%2BNew%2BYork%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=130%2BWilliam%2BSt%2C%2BSte%2B900%2C%2BNinth%2BFlr%2BNew%2BYork%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=9024%2B161st%2BSt%2BJamaica%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=9024%2B161st%2BSt%2BJamaica%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=9024%2B161st%2BSt%2BJamaica%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=9024%2B161st%2BSt%2BJamaica%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=9024%2B161st%2BSt%2BJamaica%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=9024%2B161st%2BSt%2BJamaica%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=159%2BNew%2BDorp%2BPlz%2C%2BSte%2B201%2BStaten%2BIsland%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=159%2BNew%2BDorp%2BPlz%2C%2BSte%2B201%2BStaten%2BIsland%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=5%2BSeminary%2BAve%2C%2BSte%2B4%2BYonkers%2B%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=5%2BSeminary%2BAve%2C%2BSte%2B4%2BYonkers%2B%2C%2BNY
http://maps.google.com/maps?f=q&amp;hl=en&amp;geocode&amp;q=5%2BSeminary%2BAve%2C%2BSte%2B4%2BYonkers%2B%2C%2BNY
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