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 Instructions for Submitting Personnel Change Notifications 
 
NEW HIRES/REHIRES 
Completed personnel hire forms need to be completed and submitted to hr@co.champaign.il.us 
no less than 7 days before the individual starts work to allow sufficient time for payroll changes, I.T. 
set up, and other administrative support activities.  

 
1. Complete the New Hire Form. 

a. If it is located on the County Intranet, open the Forms & Toolkits page, go to the 
Supervisor Toolkit section, open the section titled “Documenting Changes in 
Personnel,” 

b. Save the appropriate form (Hire, Term, or Other) to your PC. Rename the file to 
include the employee’s name, action, and date. Example: “Smith, Joe hire 12-31-
2020”. 

c. Complete all sections of the form except for the section titled Payroll Authorization. 
(Yes, we need the employee’s middle initial. It’s part of their network ID.)  

i. If there is information that you need to communicate that is not prompted 
by the form, use the notes box at the end of the form.  

d. Save the PDF. Attach the PDF to an email and send to hr@co.champaign.il.us. 
e. Once processed, the completed new hire authorization form will be forwarded to 

you, I.T., and Administrative Services staff for additional processing. 
 

NEW HIRE ORIENTATION: Once the new hire form has been received and processed, 
Suzanne Brock, HR Generalist, will reach out to you with the date and time of the new hire 
orientation session the new employee must attend. As the deadline to provide 
identification and submit hiring documentation is 3 days from date of hire, it is imperative 
the new hire knows what to bring to the orientation.  
• Two unexpired acceptable forms of identification, and a voided check, or a document 

from their bank that shows their routing and account numbers. Banking information can 
also often be found on their banking app on their phone.   

• Please have them park in the front of Brookens in the Washington Street parking lot and 
come in through the front door of the Administrative Services Division. They should 
check in at the front counter with Lis. 

 
TRANSFERS/PROMOTIONS/DEMOTIONS/RETIREMENTS/TERMINATIONS 
 

1. Complete the Personnel Information Form and email it to hr@co.champaign.il.us. 
• If it’s an unexpected departure and network access needs to be changed 

immediately, please note that in the email subject line. 
• Otherwise, the changes will be processed to ensure there is no interruption in the 

employees work while they remain employed. 
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