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


Effective Date:  ____________________

PSID: ​​​​​____________________________
Supervisor:  _________________________
SPA/EPA APPOINTMENT FORM MUST ACCOMPANY ALL REQUESTS
__ Personnel Information Form (PIF)


__Letter of Offer/Acceptance

__EPA/SPA Hiring Proposal Approval Email*
__Curriculum Vitae

__Electronic I-9 Completed



__Patent Agreement

__Certification of highest degree 


__ Background Check Email

__Off Cycle 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


MANDATORY COMPLETION, CONTRACT LENGTH 
Dates of Appointment:  Begin Date ___________________ End Date _____________________

Does department anticipate that a subsequent appointment is likely or at least reasonably possible?  ___Yes  ___No
	Additional documentation that is required to be completed and maintained in the departmental personnel file. Dates must be inserted when these items are completed.

· New Employee Orientation -  Scheduled Date__________
· 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   Date Completed _______
· Regulatory safety information:  http://www.ncsu.edu/ehs/neo
· Manager’s Departmental Checklist for Employee Safety Training (Place second copy in front section of safety plan hardcopy kept in lab)

                                                         Date Complete_________ 
· Hazard Communication Program/Training                                       

                                                         Date Complete_________
· Hazardous Material Transportation General Security Awareness    
                                                                Date Complete_________



COMPLETED BY:  ______________________________________
Revised 08/22/12
College of Engineering Checklists
New/Rehire No Pay Request for EPA Employee

Employee Name: ______________________________________


Effective Date:  ____________________

PSID: ​​​​​____________________________
Supervisor:  _________________________
SPA/EPA APPOINTMENT FORM MUST ACCOMPANY ALL REQUESTS

__ 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. Dates must be inserted when these items are completed.

· New Employee Orientation -  Scheduled Date__________
· 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   Date Completed _______
· Regulatory safety information:  http://www.ncsu.edu/ehs/neo
· Manager’s Departmental Checklist for Employee Safety Training (Place second copy in front section of safety plan hardcopy kept in lab)

                                                         Date Complete_________ 
· Hazard Communication Program/Training                                       

                                                         Date Complete_________
· Hazardous Material Transportation General Security Awareness    
                                                                     Date Complete_________


Revised 11/22/10
College of Engineering Checklists
SPA Employee Checklist
Employee Name: ______________________________________


Effective Date:  ____________________

PSID: ​​​​​____________________________
Supervisor:  _________________________
SPA/EPA APPOINTMENT FORM MUST ACCOMPANY ALL REQUEST
__Personnel Information Form (PIF)

__Letter of Offer/Acceptance
__Electronic I-9 Completed


__Off Cycle check request*

__Background Check Email








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

__Secondary Employment (Employee working for any other dept/unit outside of NCSU)

__Form – Employee working Outside of NC*

*If applicable

	Additional documentation that is required to be completed and maintained in the departmental personnel file. Dates must be inserted when these items are completed.

· New Employee Orientation -  Scheduled Date__________
· 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   Date Completed _______
· Regulatory safety information:  http://www.ncsu.edu/ehs/neo
· Manager’s Departmental Checklist for Employee Safety Training (Place second copy in front section of safety plan hardcopy kept in lab)

                                                         Date Complete_________ 
· Hazard Communication Program/Training                                       

                                                         Date Complete_________
· Hazardous Material Transportation General Security Awareness    
                                                                     Date Complete_________












Revised 08/22/12
College of Engineering Checklists
Job Requests
Employee Name: ______________________________________


Effective Date:  ____________________

PSID: ​​​​​____________________________
Supervisor:  _________________________
SPA/EPA APPOINTMENT FORM MUST ACCOMPANY ALL REQUESTS

__ Personnel Information Form (PIF)


__Letter of Offer/Acceptance

__EPA/SPA Hiring Proposal 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
MANDATORY COMPLETION, CONTRACT LENGTH 

Dates of Appointment:  Begin Date ___________________ End Date _____________________

Does department anticipate that a subsequent appointment is likely or at least reasonably possible?  ___Yes  ___No
COMPLETED BY:  _____________________________________________










Revised 08/19/11
College of Engineering Checklists
Termination Checklist
Employee Name: ______________________________________


Effective Date:  ____________________

PSID: ​​​​​____________________________
SPA/EPA APPOINTMENT FORM MUST ACCOMPANY ALL REQUESTS

EPA12-month and SPA Employees

__Letter of Resignation/Retirement


__Signed leave records (Last 5 years if applicable)
__Performance Appraisals (Last 3 years if applicable)

__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/
Revised 06/10/11
