College of Engineering Checklists
New Pay/Rehire Request for EPA Employee
Employee Name: ______________________________________


Effective Date:  ____________________

PSID: ​​​​​____________________________
Supervisor:  _________________________
__ Personnel Information Form (PIF)

__Letter of Offer/Acceptance

__Equal Opportunity Approval Email*
__Curriculum Vitae

__Original I-9




__Patent Agreement

__Certification of highest degree 

__ Background Check Email

__Manual check request*


__Letter of Nepotism*
__Nonimmigrant Employment email from OIS/IE *  
__Post Doc Health Insurance Form*

__Reference Letters for Tenure/Tenure Track Faculty*
__Form – Employee working Outside of NC*

*If applicable


	Additional documentation that is required to be completed and maintained in the departmental personnel file.
· New Employee Orientation

· Discrimination and Harassment Prevention and Response Training (This training is mandatory for all categories of employees; however, permanent SPA and EPA employees will receive training during new employee orientation.): 

 
http://www.ncsu.edu/equal_op/harassment.html
· Regulatory safety information:  http://www.ncsu.edu/ehs/neo
· Manager’s Departmental Checklist for Employee Safety Training

· Hazard Communication Program/Training

· Hazardous Material Transportation General Security Awareness


College of Engineering Checklists
New/Rehire No Pay Request for EPA Employee

Employee Name: ______________________________________


Effective Date:  ____________________

PSID: ​​​​​____________________________
Supervisor:  _________________________
__ Personnel Information Form (PIF)

__Letter of Offer/Acceptance

__Curriculum Vitae



__Patent Agreement

__Certification of highest degree


__Nonimmigrant Employment email from OIS/IE *

*If applicable

	Additional documentation that is required to be completed and maintained in the departmental personnel file.
· Regulatory safety information:  http://www.ncsu.edu/ehs/neo
· Manager’s Departmental Checklist for Employee Safety Training

· Hazard Communication Program/Training

· Hazardous Material Transportation General Security Awareness


College of Engineering Checklists
SPA Employee Checklist
Employee Name: ______________________________________


Effective Date:  ____________________

PSID: ​​​​​____________________________
Supervisor:  _________________________
__ Personnel Information Form (PIF)

__Letter of Offer/Acceptance

__Original I-9




__Manual check request*

__Background Check Email






__Acceptance of Time-Limited Appointment*
__Copy of rejection letters sent to candidates interviewed and not hired

__Form – Employee working Outside of NC*

*If applicable

	Additional documentation that is required to be completed and maintained in the departmental personnel file.
· New Employee Orientation

· Discrimination and Harassment Prevention and Response Training (This training is mandatory for all categories of employees; however, permanent SPA and EPA employees will receive training during new employee orientation.): 

 
http://www.ncsu.edu/equal_op/harassment.html
· Regulatory safety information:  http://www.ncsu.edu/ehs/neo
· Manager’s Departmental Checklist for Employee Safety Training

· Hazard Communication Program/Training

· Hazardous Material Transportation General Security Awareness


College of Engineering Checklists
Job Requests
Employee Name: ______________________________________


Effective Date:  ____________________

PSID: ​​​​​____________________________
Supervisor:  _________________________
__ Personnel Information Form (PIF)

__Letter of Offer/Acceptance

__Equal Opportunity Approval Email
__Curriculum Vitae

__Certification of highest degree 

__ Background Check Email

__Nonimmigrant Employment email from OIS/IE         
__ Patent Agreement

__Completed/Signed Annual and Bonus Leave Payment Authorization form (Contract changes:    

    12-month to 9-month)
NOTE:  Not all documents listed above are required for all job requests.  Forward only documents related to the request.
*If applicable
College of Engineering Checklists
Termination Checklist
Employee Name: ______________________________________


Effective Date:  ____________________

PSID: ​​​​​____________________________
EPA12-month and SPA Employees

__Letter of Resignation/Retirement


__Signed leave records

__Completed/Signed Annual and Bonus Leave Payment Authorization form 

 (Reminders:  Apply payout penalty for EPA employees who have been employed an aggregate of 24 months or less; Post docs are excluded from annual leave payout)
EPA 9-month Employees
__Letter of Resignation/Retirement

All Separating Employees
__Separation Clearance Checklist

__Asset Tracking Form

Human Resources forms web site can be found at: http://www.fis.ncsu.edu/hr/forms/
