
 

 

Office of Human Resource Administration (HR) 

Internal Payroll Process  

 

I. PURPOSE: 
 

To establish an Internal Payroll Process for employing Casual Employees, Part-
Time Faculty, Graduate Assistants, and Student Employees at the University of 
Rhode Island (also, University) in accordance with the University Policy on 
Employee Recruitment, Selection, and Hiring. 

 

II. RESPONSIBILITY: 
 

 All Hiring Managers and Supervisors whose responsibilities include the hiring of 
Casual Employees  (including Part-Time Faculty) are expected to comply with the 
following: 

1. University Policy on Employee Recruitment, Selection, and Hiring  
2. Internal Payroll Process.  

 

HR will audit and approve requests to assure compliance with the Internal Payroll 
Process. 

  

III. TERMS: 

Casual Employees: Employees who provide services to the University on an 
intermittent or short-term, as needed basis, with a specified end date or specific 
period of employment.   

Emergency: An unforeseen circumstance or a combination of circumstances 
which calls for immediate actions in a situation which is not expected to be of a 
recurring nature. Emergency appointments made using this process will be 
limited to 30 working days or less. 

Casual Employees work in unconventional situations such as:  

1. Summer faculty re-contracting; 



 

 

 

2. Intermittent work assignment of short duration; 

3. Athletic events (ticket takers, sellers, timekeepers); 

4. Part-Time Faculty (per-course instructional employees); 

 

IV. PROCESS: 
 
The Internal Payroll Process is not to be utilized as a substitute for filling 
authorized funded positions on the classified or non-classified payroll and is 
limited to: (1) emergency situations and (2) those persons employed in 
unconventional situations, both of which are not consistent with employing 
persons on the regular biweekly payroll. 

In situations warranting temporary employment, but not meeting the criteria for 
the Internal Payroll Process, the University will adhere to the State of Rhode 
Island Merit System Law and Personnel Rules, Board of Trustees policies, and 
union contract provisions for hiring individuals on the regular bi-weekly payroll 
system, consistent with the University’s Policy for Employee Recruitment, 
Selection, and Hiring. 

 
Approval and Hiring 
 
The following steps must be completed to facilitate hiring through the Internal 
Payroll Process: 

1. Obtain approval from appropriate dean or director; 

2. Complete: 

a. Internal Payroll Employment Form (IP-1)  

(not used for Part-Time Faculty)  

b. I-9 Employment Eligibility Verification Form,  

c. Drug Free Work Place Policy Acknowledgment 

d. Bar of Claims Form (CS-386); 

 

3. Submit IP-1 Form to HRA (if applicable) to InternalPayroll@etal.uri.edu 

https://web.uri.edu/hr/wp-content/uploads/sites/3/IP-1-Form-4-23.pdf
https://www.uscis.gov/sites/default/files/document/forms/i-9.pdf
https://web.uri.edu/wp-content/uploads/sites/3/Drug-Free_Workplace_form1.pdf
https://web.uri.edu/wp-content/uploads/sites/3/BARofCLAIMS-1.pdf


 

 

 

4. Submit:  HireRight Background Request form online. 

 

Submit the I-9 Employment Eligibility Verification Form and supporting 
documentation online using the applicable link below: 

 

• Internal Payroll Employee I-9 and supporting documentation Submission 
Link 

• Graduate Assistant Payroll I-9 and supporting documentation Submission 
Link 

• Student Employee Payroll I-9 and supporting documentation Submission 
Link 

 
For Part-Time Faculty & Faculty Overload Hiring, submit the corresponding form 
online after the Appointment Letter has been signed.  The Part-Time Faculty & 
Faculty Overload Hiring Form can be found on the HR Forms website under “In 
House Payroll”:   
https://web.uri.edu/hr/forms/ 

 
Once the internal payroll appointment has been approved and posted in 
eCampus, the employee should complete Federal and State W-4 forms which can 
be found on the HRA Forms website under New Employees:   
https://web.uri.edu/hr/forms/ 

 

Current URI Staff (State employees) must also complete an Additional 
Compensation Form (USP-7) which can be found on the HRA Forms website under 
Payroll:  https://web.uri.edu/hr/forms/ 

Completed USP-7 forms should be emailed to InternalPayroll@etal.uri.edu 

 

Internal Payroll Employees, including Part-Time Faculty, must complete Sexual 
Violence Prevention Training.  New employees should visit the HRA website for 
information and instructions: 

Brightspace Sexual Violence Prevention Training for Internal Payroll Employees 
 

 

https://docs.google.com/forms/d/1VQUVOSsDIrhRyNI7YEgZU3o6KCd4j1dkO6ecw-hXhYM/edit
https://docs.google.com/forms/d/1VQUVOSsDIrhRyNI7YEgZU3o6KCd4j1dkO6ecw-hXhYM/viewform?edit_requested=true
https://forms.office.com/Pages/ResponsePage.aspx?id=jSptQs2cVUKJPQaGoywWjSDiBTcyrWtIuTCsNoL91WJUMVhIWEVZWExJREwxWE0yUUNVMTRPMjVQSC4u
https://forms.office.com/Pages/ResponsePage.aspx?id=jSptQs2cVUKJPQaGoywWjSDiBTcyrWtIuTCsNoL91WJUMVhIWEVZWExJREwxWE0yUUNVMTRPMjVQSC4u
https://forms.office.com/Pages/ResponsePage.aspx?id=jSptQs2cVUKJPQaGoywWjY4iLVaDIGpDhA79-_WWx49UQ0lIT0Y4Q1BZQ1pDT1o3QzUwWEM1NUEzSi4u
https://forms.office.com/Pages/ResponsePage.aspx?id=jSptQs2cVUKJPQaGoywWjY4iLVaDIGpDhA79-_WWx49UQ0lIT0Y4Q1BZQ1pDT1o3QzUwWEM1NUEzSi4u
https://forms.office.com/Pages/ResponsePage.aspx?id=jSptQs2cVUKJPQaGoywWjc344K5Fc31Kn5SwQzpCQcNUME1BV1NTTTg1NkJNS0RCWlAxMEI5V1pCVC4u
https://forms.office.com/Pages/ResponsePage.aspx?id=jSptQs2cVUKJPQaGoywWjc344K5Fc31Kn5SwQzpCQcNUME1BV1NTTTg1NkJNS0RCWlAxMEI5V1pCVC4u
https://web.uri.edu/hr/forms/
https://web.uri.edu/hr/forms/
https://web.uri.edu/hr/forms/
https://web.uri.edu/hr/new_internal_emp%E2%80%A6brightspace_psvt/%20%E2%80%8E


 

 

Timekeeping and Payroll 

Internal Payroll employees being paid on an hourly basis must enter their time in 
eCampus each pay period and the timesheet must be approved by their 
supervisor. 

 

Internal Payroll Employees and Part-Time Faculty hired through the Internal 

Payroll Process are paid through the University In-House Payroll.  For additional 

information please visit the Office of the Controller - Payroll website: 

https://web.uri.edu/controller/payroll/in-house/ 

 

Direct Deposit for Internal Payroll 

Internal Payroll Employees, Part-Time Faculty, should complete direct deposit 
information located within the Self-Service section of Faculty & Staff eCampus.  
Employees should contact the Payroll Office with for assistance with direct 
deposit.  Phone: 401.874.5206 

 

Paycheck distribution is located in the Payroll Office, 11 Carlotti Admin Building (1st 

floor), Kingston Campus.  

 

IMPORTANT NOTE: 

• NO EMPLOYMENT COMMITMENTS ARE TO BE EXTENDED PRIOR TO 
AUTHORIZATION BY HRA. 

• NO EMPLOYEE MAY BEGIN HIS/HER EMPLOYMENT WITHOUT PRIOR 
AUTHORIZATION BY HRA. 

https://web.uri.edu/controller/payroll/in-house/

