New Employee Forms Checklist

Rochester Community and Technical College

Name of Employee:
     






Start Date:     




Position/Discipline
     






# of Crs. (if faculty):
     



	ALL EMPLOYEES

	

	 FORMCHECKBOX 

Application (if not previously submitted and on file)
	 FORMCHECKBOX 

New Employee Policies Checklist

	 FORMCHECKBOX 

Employee Personal and Emergency Information
	 FORMCHECKBOX 

State of Minnesota, Payroll Direct Deposit Authorization form (required for all new employees).  (Must be accompanied by deposit slip or voided check.)

	 FORMCHECKBOX 

Personnel Data Form
	 FORMCHECKBOX 

W-4 Employee Withholding Allowance Certificate

	 FORMCHECKBOX 

Acknowledgement of Public Information to Third Parties form
	 FORMCHECKBOX 
     Request for Network/E-mail Account



	 FORMCHECKBOX 

Paycheck/Advice Stub Information, Pay Calendar, Academic Calendar (attached FYI)
	 FORMCHECKBOX 

Request for business cards and name tag form and name/door plate form

	 FORMCHECKBOX 
       U.S. Department of Justice, Employment Eligibility Verification (I-9) form.  (Note:  Please stop by the human resources office with the form and documents of identification required for verification; see “Lists of Acceptable Documents” on back of form.)
	 FORMCHECKBOX 

Retirement Checklist for New Hires


	 FORMCHECKBOX 

Social Security Card  (HR needs to make copy)

	


	FACULTY

	 FORMCHECKBOX 

Official Transcripts.  (Note:  Required for all faculty, administrative and professional-level positions.)  **
	 FORMCHECKBOX 

Pay Option form (for unlimited full-time or unlimited part-time academic year faculty appointments only)

	 FORMCHECKBOX 

MSCF Faculty Salary and Credentialing System   (Note:  Completion of these online forms are required for all faculty.) 
	 FORMCHECKBOX 

Unclassified New Employee Checklist 
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