June 19, 2014
Dear  ASK Name "Type name" :

We are pleased to have you working with us at The University of Alabama at Birmingham.  We hope your experience with us is a meaningful one and we look forward to our association with you.  Since you have been hired on a limited appointment with us, we feel it is important to provide you with some information you may find useful during your time at UAB.

Employees hired on a temporary basis or who will be working irregularly scheduled hours are hired on an “at will” basis regardless of the expected length of the appointment.  This means that while your appointment may carry a specified time frame; either you or the University may choose to end this relationship at any time and for any reason, with or without notice.  Your full-time temporary or irregular appointment may or may not have University benefits associated with it.  For information regarding benefit eligibility, please consult the You and UAB Handbook, which is available online at http://www.uab.edu/youanduabhandbook/.  You should be aware that the University conducts a review of federal databases including the Office of Inspector General (OIG) and General Services Administration (GSA).  Should you begin work with the University prior to completion of this review, your continued employment may be contingent upon a satisfactory report.
If you have questions about any aspect of your employment with us, please contact one of the areas below for assistance:
· To set up your Blazer ID and Password and enter your personal information on self-service, please visit the UAB website at www.uab.edu and select the link for Adminsystems.  Select the link for Oracle HR & Finance System.  Then follow the next link by clicking on the word “here” to go to the screen for setting up your Blazer ID and Password.  For problems with your Blazer ID/Password, please contact AskIT at (205) 996-5555
· Questions regarding your pay including setting up direct deposit for your payroll, please contact Payroll Services at (205) 934-4523
· Questions regarding any employee benefits based on your appointment, please contact the Benefits Office at (205) 934-3458
· Questions regarding or interest in other employment opportunities at UAB, we invite you to visit the UAB website at www.uab.edu, and select the link for “Employment”. Please call the Employment Office at (205) 934-5246 if you have questions. 
· For questions regarding your employee records, please contact the Office of Records Administration at (205) 934-4408.
· Any other human resource related questions may be directed to the main Human Resources telephone number at (205) 934-5321.
UAB is an Equal Employment Opportunity and Affirmative Action employer, and is expressly committed to maintaining and promoting nondiscrimination in all aspects of recruitment and employment of individuals at all levels throughout the organization.

Welcome aboard The University of Alabama at Birmingham. 
Sincerely,

Department Signature

Department Name
YOUR SIGNATURE BELOW INDICATES YOUR AGREEMENT TO ALL TERMS AND CONDITIONS OF EMPLOYMENT INCLUDING CONSENT FOR THE OIG/GSA REVIEW. 
_____________________________________


____________________________

Print Name (First, MI, Last)




Signature

_____________________________________


____________________________      Social Security Number





Date of Birth
