Southside Virginia Community College

Adjunct Faculty Letter of Hire Authorization

Employee: __________________________      FORMCHECKBOX 
New Hire or  FORMCHECKBOX 
 Rehire    Begin Date: _________

Hiring Sequence: Hiring should be conducted in the sequence noted below.  Complete the checklist as each form/step is completed and submit completed documents to Human Resources for setup within the first week of employment.
Complete Prior to Hire
 FORMCHECKBOX 

Signed and Dated Original State Application 
 FORMCHECKBOX 

Review answers to Question 12-g, 12-h, 12-j on page 2 of the State Application: Question12-g: Criminal 
 
history; Question 12-h: Eligibility to Work in the US; Question 12-j: If applicant is a Male between ages 
 
18 and 26 he is required to register for Selective Service.  See website: www.sss.gov/must.htm
 FORMCHECKBOX 

SVCC New Background Request Authorization: Completed by Supervisor
 FORMCHECKBOX 

USA Background Incorporated Form (outside vendor form): Completed by Employee
 FORMCHECKBOX 

Adjunct Faculty Qualification Summary Form: Completed by Hiring Supervisor
 FORMCHECKBOX 

Conditional Offer of Employment/Notification of Paycheck/Earnings Statement: Original to Employee, 
 
Copy to HR/Payroll

May be completed after acceptance of employment offer but
Must be Completed no later than the First Day of Employment

 FORMCHECKBOX 

I-9: Employment Eligibility Verification; Use 06/18/08 version ONLY. Section I completed by Employee; 
 
Section II completed by Supervisor or SVCC representative.  Always note Start Date in Section II. 
 FORMCHECKBOX 

Photocopy documents presented to prove employment eligibility - Call HR if you have any questions. 
 FORMCHECKBOX 

Original Transcripts Requested.  Student copies are not acceptable for continued employment. 
 FORMCHECKBOX 

Child Support Declaration (All Employees)/Selective Service Declaration (Males Only)
 FORMCHECKBOX 

Direct Deposit Enrollment: mandatory as of August 1, 2008 for all employees not choosing EPPI.
 FORMCHECKBOX 

EPPI Card Application: mandatory if not choosing Direct Deposit.

 FORMCHECKBOX 

Signed State Tax Form 



 FORMCHECKBOX 

Signed 2008 Federal Tax Form

 FORMCHECKBOX 

Payroll Deduction Authorization


 FORMCHECKBOX 

Personal Data / Emergency Contact Form 
 FORMCHECKBOX 

Authority for Release of Information


 

 FORMCHECKBOX 

Information Technology: Employee Acceptable Use Agreement 
 FORMCHECKBOX 

Technology Guideline: Security Awareness Training
 FORMCHECKBOX 

Alcohol & Drug Summary




 FORMCHECKBOX 

Applications Account Request Form: For Email Account Requests Only, Complete Section I.

Given to New Employee at Time of Hire

 FORMCHECKBOX 

Copy of Adjunct Faculty Handbook


 FORMCHECKBOX 
  
EPPI Card Important Facts
 FORMCHECKBOX 

Current Year Adjunct Faculty Pay Schedule

 FORMCHECKBOX 

EPPI Card Fact Sheet
 FORMCHECKBOX 

Payline Brochure




 FORMCHECKBOX 

VCCA Membership Application

 FORMCHECKBOX 

403b Tax Sheltered Annuity Information 

 FORMCHECKBOX 

Campus Criminal/Security Report
 FORMCHECKBOX 

Original: (1) Conditional Offer of Employment/Mailing Notification (Copy to HR)


   (2) Security Awareness and Compliance Form with Log on Instructions (Copy to HR)

 FORMCHECKBOX 

Supervisor:  Inform adjunct that continued employment will not be offered if official transcript(s) is/are not received.  Proof of credentials and a satisfactory background check are conditions of employment.
IF EMPLOYEE IS TO BE CHARGED TO ANY OTHER ACCOUNT OTHER THAN THE ADJUNCT ACCOUNT, GIVE ACCOUNT #: _____________
Checklist completed by:
 
____________________________________
New Hire/Rehire approved by:
 ____________________________________     Date:  ___             ______






