Rancho Santiago Community College District
Administrator/Faculty New Hire Documents Check List

Last Name First Name Middie Name Position

Department Supervisor
ITEMS REQUIRED FROM EMPLOYEE FOR PROCESSING (To be inifialed by Human Resousces staff accepting materials) Packet Due By:
Employment Application Initials Date Tuberculosis Test/Assessment/ Initiats Date et --;.-.Ch-i[d_[)eVétbpmeﬂt .-Empk)yees- .
Resume initials. Date Request for Live Scan Service Receipt  Initials Date CPRiFirst Aid Card (designated staff) Initials ____Date _____
Official / Unofficial Transcripts hitials Date Fingerprint Fee Authorization Initials Date E,"Cag"o‘gﬁ‘j"“ of Director Qualifications fniials.._._.Date
Equivalency {(when applicable) Initials______ Date__ Sexual Harassment Policy Initials Date Evaluation of Teacher Qualifications initials Date
{LIC 9095}
Welcome PT Faculty/Administrator Initials Date Substance Abuse Policy Initials Date Health Screening Report (LiC 508) initals______ Date
Qath of Allegiance Initials Date SSA-1945 Form (FT Faculty Exempt) Initials Date Tdap Vaccine Initials Date
Designation of Beneficiary Initials Date CalSTRS Permissive Membership Initials Date MMR Vaccine Initials Date
{PT Faculty only)
Employment Eligibility {19 Form) Initials Date PARS Designation of Beneficiary Initials Date Influenza Vaccine Initials Date
{FT Exempt) Declined Influenza/eclaration Form Initials Date
W4 Form Initials Date Workers' Compensation Receipt of Initials Date Criminal Record Statement (LiC 508} Initials Date
Information . »
DE 4 CA Tax Withholding (optionaf) Initials Date Report Suspected Child Abuse (LIC 9108) Initizls Date
. Notice of Employee Rights (LIC 9052) Initiats Date
Copy of Social Security Card Initials Date Mandated Reporter Responsibitities & Initials Date :
Acknowledgement Form Transcripts Initiats Date
Self-dentification Survey Initials Date Payment Option Autherization Form Initials Date DOJ Fingerprint Response/Clearance Initials Date ~
Personnel Information Card Initials Date New Employee ID Card Request Form Inifials Date
Personal Emergency Information Initials Date initial Retiree Medical Certificate Initials Date
(STRS refirees only)
Notes:
Provided to Employee ,
Facts about Workers’ Compensation Initials Date New Health Insurance Marketplace Coverage Cpfions Initials Date
WellComp Medical Provider Network Pamphlet Initials Date Salary Schedule/Payroll Infarmation Initials Date
Waorkers' Compensation Predestination of Personal Physician Initials Date SchoolsFirst Banking Info.
*rovided to Employee as Applicable
PARS Information Sheet (Part-time) Initials Date Catastrophic lliness Bank Donation  Initials Date Transfer of Sick Leave Initials Date
Form
CalSTRS Member Handbook (on-line access) Initials Date CDC/CSEA Contract (onine access)  Initials Date Administrator Inital Dat
Employment Agresment niars ale
CalSTRS Designation of Beneficia Initial Dat FARSCCD i iti
g ry nitials ate CCD Contract (on-fine access) Initials. Date CalPERS Member itials Date
CalSTRS Retirement System Election (ES0372)  Initials Date CEFA Contract (on-line access) Initials Date Reciprocal Seif-

Certification Form
Initial Retiree Medical Certificate initials Date il




