    Southside Virginia Community College


New Employee Background/Reference Check Request

	Employee Name:
	
	Position:
	

	Employee Type: 
	Full-time  FORMCHECKBOX 
  Wage  FORMCHECKBOX 
  Adjunct  FORMCHECKBOX 

	Projected Hire Date:
	

	Worksite/Dept.:
	
	Supervisor:
	

	Main Campus:
	
	Dept. Contact:
	


Please initiate a background/reference check on the above prospective employee.  The following forms have been completed and are included with this request:

 FORMCHECKBOX 
   Completed/Signed State Application (all work history from high school to present)

 FORMCHECKBOX 
   Vendor Background Authorization form

___________________________________


_____________________

Requesting Supervisor





Date

	Human Resources Processing
	Date        Initial

	Received by Human Resources: 
	 

	BI Check Requested:
	 

	Report Received:
	                           

	

	Reference and BI checks conducted and revealed no problem areas related to employment:
	

	Reference and BI checks revealed derogatory information related to employment:
	

	

	Supervisor Notified:
	                           

	Database Updated:
	                           

	Invoice Processed:
	                           


	Social Security Number Verified:
	                           


Comments: __________________________________________________________________
T: New Hire and Orientation > Wage New Hire Packet Aug 08 > Background Request SVCC

