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Welcome to HISD!
STAFFING SESSION

HOUSTON  INDEPENDENT  SCHOOL  DISTRICT
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Welcome & Introductions

Hiring Process

Completion of I-9, W-4, and Direct Deposit

New Hire Information

Q&A Session

One-on-One

ID Badge Photo

Today’s Agenda

Save your 

questions!
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Norms
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Please take out…

Social 
Security Card

Valid ID Card

We will collect your transcripts 

and service records later in this 

session.
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Complete

• Cleared to 
Report to Work!

Processing

• Complete New 
Hire Paperwork

• Attend Staffing 
Session

• Fingerprints

• Background 
Check

Verification 
Period

• Verify 
Citizenship

• Verify 
Certification

Offer 
Extended

• Electronically

accept the 
position

5

New Hire Process
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What does the PROCESSING 

stage include?

Application

• Complete New Hire Paperwork electronically via AppliTrack

Staffing 
Session

• Sign & Complete New Hire Forms

• Submit Transcripts/ Service Records

• Take ID badge photo

• Learn more about HISD

Background 
Check

• Complete Background Check/Fingerprint Requirement
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HR Assistant (HRA)

• New hires’ first point of contact

• Responsible for assisting new hire through 
the hiring process and requirements 

HR Business Partner (HRBP)

• First point of contact for school campuses 
and departments

• Assist hiring mangers with staffing, 
recruiting, compensation, and policy 
administration

HR Representatives
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Completion of Forms

HOUSTON  INDEPENDENT  SCHOOL  DISTRICT
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Form W-4

Must complete either 

line 5 or 7.
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Direct Deposit (Part One)

This option is only 

applicable if have a void 

check or letter from the 

bank currently in your 

possession
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Direct Deposit (Part Two)

VOID
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Direct Deposit (Part Three)
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ID Badge Request Form

06 13 14

Big Bird B.

Sesame Elementary

Elizabeth Caldwell

bigbird@gmail.com

832-244-2479

x
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New Hire Information

HOUSTON  INDEPENDENT  SCHOOL  DISTRICT
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ID Badge & Network Access

ID Badge

• Picture taken 
TODAY

• Complete 
request form

Network 
Access

• Contains 
login and e-
mail 
information

The ID Badge and network access letters are generated once a 

new employee has been entered into the PeopleSoft system. 

Pick up both your ID badge 

and Network Access letters 

together. 

You will receive an email or 

text message when they are 

available for pick up.

Questions? Email 

onboarding@houstonisd.org 

or call 713-556-7575
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Payroll

Getting 
Paid

26 pay 
periods

Every other 
Wednesday

Methods of 
Payment

Direct 
Deposit 

(takes ~2 
paychecks)

Money Card 
(mailed to 

address 
provided) 
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Benefits Information

Enrollment

• You will receive an email invitation to enroll from Benefits Outlook

• This will be sent to your HISD email account

Enrollment 
Deadline

• You have 30 days after your hire date to enroll online in the HISD benefits program.

• After 30 days, but before your benefits effective date, you can enroll over the phone.

• If you miss the enrollment deadline, you will not have coverage for the remainder of 
the calendar year.

Benefits 
Coverage 

• Coverage (benefits effective date) begins the first of the month following 30 days 
after your hire date. 

• Example: Hire date – 8/11/2014  Benefits effective date – 10/1/2014

Contact 
Benefits

• 1-877-780-HISD (4473) or visit www.hisdbenefits.org 
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Turn  in service records, official transcripts, 
and direct deposit forms ASAP!

Bring to the HR reception at the Hattie Mae 
White ESC

Service Records must be original.

Transcripts must be official. Official electronic 
transcripts are also accepted if sent directly 
from university. 

No appointments are necessary!

Turn in Documents
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Address/Phone Number

Certification Updates

Clock In

Banking Info

22

Employee Responsibilities
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What are the 
different types of 

benefit plans 
offered?

What is the 
difference 

between state 
and local days?

How do you 
navigate the 
HISD Portal?

What type of 
professional 

development is 
available to you?

Where do you 
find the 

employee 
policies?

What are the 
retirement plans 
available to you?

Are you wondering…
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Come to 

New 

Employee 

Orientation!

July 16th

August 13th
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Q & A Session

HOUSTON  INDEPENDENT  SCHOOL  DISTRICT
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One-on-Ones

HOUSTON  INDEPENDENT  SCHOOL  DISTRICT


