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Staff Applicant Eligibility
Cer�fica�on Form
Submission Process
The Staff Applicant Eligibility Cer�fica�on Form, which is
also known as a staff cer�fica�on form, must be completed
for all University Work Force recruitments that have a
degree requirement as a minimum qualifica�on. The
finalist for the recruitment is required to request official
transcripts for the cer�fica�on process and personnel
file. Official, sealed transcripts must be sent to the Human
Resources office via mail or eTranscripts may be sent
to jobs@uwf.edu.

Beginning March 2023, all posi�ons requiring a staff
cer�fica�on must complete the Staff Applicant Eligibility
Cer�fica�on Form prior to rou�ng the con�ngent offer via
PageUp. The completed form must be a�ached as a PDF
file and submi�ed with the con�ngent offer for review in
PageUp. Again, this requirement is only for posi�ons that
require a staff cer�fica�on. If you choose to submit
references in lieu of the completed form, the references
from supervisors documen�ng the minimum required full-
�me experience must be a�ached and submi�ed with the
con�ngent offer le�er in PageUp. These items will be
reviewed prior to Human Resources sending the con�ngent
offer le�er to the recruitment finalist. 

Thank you for your assistance in this effort to complete the
staff cer�fica�on process as quickly as possible. Please
contact Kris Kea�ng at jobs@uwf.edu or 850.474.2601 with
any ques�ons about this process.

https://%24%7Bimagelink1%7D/
https://uwf.edu/media/university-of-west-florida/offices/hr/forms/Staff-Certification-2018.pdf
https://uwf.edu/media/university-of-west-florida/offices/hr/forms/Staff-Certification-2018.pdf
https://uwf.edu/media/university-of-west-florida/offices/hr/forms/Staff-Certification-2018.pdf
mailto:jobs@uwf.edu
mailto:jobs@uwf.edu
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Employee Recogni�on and Awards Program April
13, 2023!
Join us April 13, 2023, from 9 to 10:30 a.m. for food, fun and fanfare at our Employee Recogni�on and
Awards Program!

Please visit our ERAP website for details.

The Research Integrity Office (RIO) and
Employee Interna�onal Travel
In accordance with Florida law, the RIO screens any employment-related interna�onal travel and
employment-related interna�onal ac�vi�es engaged in by all faculty, researchers and staff. This process
is apart from the Concur travel request process and must be completed before a Concur request may be
approved. A brief explana�on along with important and useful informa�on can be found
here: Interna�onal Travel, or contact Janny Crespo-Grow, the Research Integrity Coordinator.

Ethics Training – Tools for an Ethical Workplace
In case you missed basic ethics training, please check out this 30-minute, founda�onal ethics course
“Tools for an Ethical Workplace” available in our PageUp Learning Library.

Most employees know the difference between right and wrong, but certain circumstances can make it
difficult to act upon that knowledge. This self-paced course provides insight into the compe�ng
pressures affec�ng your everyday ac�ons. It also provides prac�ce in overcoming common ethical
obstacles.

Supervisory Strength -
What should you do to become so beloved by others that, when you’re ready to hang it up, they’ll
lavish you with praise and admira�on?

Take five minutes to read and discover Warren Buffe�’s three simple acts which will truly set you up for
respect, trust, loyalty, and commitment. Become the leader you truly want to “Be.”

If you would like to join my Supervisor Strength email group and receive addi�onal resources to grow
your supervisory skills, please send a note with your request to Lynne Randall.

Awardco Homepage Redesign Includes New
Memory Book Feature!
Visit our Employee Recogni�on and Awards pla�orm frequently, recognize a coworker, and sign the new
Memory Book feature where you can celebrate a colleague’s service milestone by pos�ng a note or
sharing a team photo. You can even update your photo for the note. Be crea�ve – recogni�on ma�ers!

https://uwf.edu/offices/human-resources/i-am-a/employee/erap/
https://confluence.uwf.edu/display/BPL/Research+Integrity+Office
mailto:jcrespogrow@uwf.edu
https://uwfes.pageuppeople.com/learning/420
https://www.inc.com/marcel-schwantes/warren-buffett-says-1-choice-in-life-separates-those-who-thrive-from-those-who-flop.html
mailto:lrandall1@uwf.edu
https://uwf.awardco.com/welcome
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1. Look for the “Upcoming Milestones” no�ce on the landing page. Names will appear with the service
anniversaries noted.

2. Hover over the small book icon and click on “Sign Memory Book.”

3. “Share a Message” and upload photos or other media. Be sure to post appropriately; your post will
show on the homepage recogni�on feed!

4. Your message will also appear on your colleague’s landing page where they can click through all the
personal, congratulatory notes.
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ENJOY RECOGNIZING YOUR COLLEAGUES. RECOGNITION MATTERS!

Save the Date - Wednesday, April 19 for our
Annual Healthier-U Alcohol and Drug Free Workplace Training

Highly Recommended for Supervisors
Supervisors, if your team and you are unable to a�end the in-person training,
please encourage your team to complete the Drugs & Alcohol at Work training

available on-demand in our PageUp Learning Library.

Par�cipants will come away having a be�er understanding of substance abuse in the workplace
and how it affects everyone. Par�cipants will also have a be�er understanding of our EAP’s role
in suppor�ng an alcohol and drug free workplace, and a basic understanding of drug trends,
signs and symptoms.

Register at h�ps://uwfes.pageuppeople.com/learning/calendar. Contact HealthierU@uwf.edu
for more informa�on or visit uwf.edu/go/healthier-u/.

Plan to Wear Red on April 19 to Show Support - Submit Your Team’s Photo to
staffdev@uwf.edu. 

Nine Month Faculty Pay Over 12 Months Op�on
 
Nine-month faculty have the op�on to have their pay deferred over 12 months. This op�on is voluntary.
For informa�on on the Nine Month Faculty Pay Over 12 Months op�on and how to enroll, please visit
the Human Resources web page under News and Announcements. The enrollment dates for this year
will be March 1, 2023 to June 30, 2023. Those who are enrolled and wish to discon�nue must complete

https://uwfes.pageuppeople.com/learning/421
https://uwfes.pageuppeople.com/learning/606/timeslot/979
mailto:HealthierU@uwf.edu
https://uwf.edu/go/healthier-u/
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the termina�on form between March 1, 2023 and June 30, 2023. Enrollment and Termina�on forms
must be sent to Human Resources Bldg. 20 East and received by close of business June 30, 2023.
 
If you have any ques�ons contact Jamie Sprague at 850.474.2156 or Billy Pollard at 850.474.3025. 

Financial Planning Series
Following are the remaining workshops in our Financial Planning Series. More details may be found
online. All sessions will be from 1:30pm to 3:30pm via ZOOM.

Visit the Professional Development Learning Library for more informa�on and to sign up.

Friday, 03/03/2023 - Provider Representa�ve Panel - Inves�ng 101: Tax-Deferred
Annui�es and the Op�onal Re�rement Plan (ORP)

Friday, 03/10/2023 - Planning for Re�rement with the FRS
Friday, 03/24/2023 - Financing and Planning Your Benefits Transi�on to Re�rement

If you have any ques�ons, please contact Elsie Rivera at 850.474.2921 or Adrian Rowley at
850.474.2604.

University Organiza�onal Charts
Human Resources is responsible for housing updated organiza�onal charts for the University. Please
complete an updated Organiza�onal Chart for your department and forward to Human Resources. You
may review your current organiza�onal chart on the Human Resources website. If there is not a link
a�ached to your department name on the page then there is no organiza�onal chart on file for your
department.
 
When verifying or crea�ng your organiza�onal chart, the best prac�ces are to:

Start your organiza�onal chart with the President of the University.
Label with your Division, Department name, and date in the top right corner.
Indicate the �tle and posi�on number for each job in the Department (if including Student or
OPS posi�ons then only provide �tle). Please do not include employee names for security
purposes.
Save in PDF format, using Department and date indicated on the document.

Please email the updated organiza�on chart to hr@uwf.edu; contact Kris�n Masson at 850.474.2602 if
you have ques�ons.

Employee Assistance Program (EAP) Webinars
The Employee Assistance Program (EAP) offers monthly webinars on a variety of topics such as
communica�on, stress management, coping skills, paren�ng, rela�onships, healthy living and more.
Each webinar is one hour, which includes the presenta�on and allo�ed �me for ques�ons and answers.
You may also click on the "Webinar Library" to view the training archive and print out a cer�ficate of
comple�on for webinars that you have already viewed. If you are interested in viewing the webinars
from your desk, please sign up immediately at resourcesforliving.com. Your username is UWF and the
password is UWF.

Sea�ng for webinar par�cipants is limited. Please register early to ensure availability. If you do not have
access to a computer, Human Resources will arrange for you to view the webinar in the Human

mailto:jsprague@uwf.edu
mailto:wpollard@uwf.edu
mailto:850.474.3025%20or%20wpollard@uwf.edu
https://uwf.edu/offices/human-resources/i-am-a/employee/professional-development/financial-planning/
https://uwfes.pageuppeople.com/learning/
mailto:erivera@uwf.edu
mailto:arowley@uwf.edu
https://r20.rs6.net/tn.jsp?f=0016apZW5Ms5FN2a1cBmXSKiFSqNysez6uVyRNlYxEwfOEb55X4Wi4r3QEGLekDE_VPI-eL00uZtdbf9x4VZ12U8jIlXKYVA72HaKSiONHLacwQL-qVA9aVwj35GLgYstLUdoN5SdoXQJ-EFafmlIZpYd3W0c7nGb4nNVu3SO-b9Dz6vQJZxLW_EsgeHmy_g4UBAD7FJ_cpbcCn61lozL3QxQ==&c=JB9i6kXNxnRr-2nxJA4CBlIIsFfc_GgA8VUfZ3AeGTkRxM48sxbKpQ==&ch=RG9WtsSKjlaMApxAYyg5yiuVEfkTrNAkVeoLIYTsFwCvfFG66b9XYw==
mailto:hr@uwf.edu
mailto:kmasson@uwf.edu
http://www.resourcesforliving.com/
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Resources training room upon availability.

Upcoming Webinars:
3/9 @ 2pm Looking Within: Finding Your Inner Leader
3/16 @ 2pm Anger: How It Helps and How It Hurts
3/23 @ 2pm Coping With Violence: Trauma Recovery
3/28 @ 2pm Perils of Perfec�onism and Procras�na�on

 Please visit www.resourcesforliving.com for more informa�on about these webinars and to view
the Webinar Library . You may also contact Lynne Randall in Human Resources for addi�onal assistance
at 850.474.2292

University of West Florida | hr@uwf.edu | 11000 University Parkway
Pensacola, FL 32514

Phone: 850.474.2694 | Fax: 850.857.6030

University of West Florida | 11000 University Parkway, Pensacola, FL 32514
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