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Human Resources  (  225 E. Las Olas Blvd., Ft. Lauderdale, FL  33301  (  (954) 201-7448, 7667, 7422 or 7662
The following forms must be completed and submitted to Records Management before an employee can be entered on the demographics screen.

____1)    INSTRUCTOR’S NAME_______________________________ HIRE DATE _________________
____2)    CAMPUS, BUILDING #, ROOM # __________________________________________________ 
____3)    EMPLOYMENT APPLICATION
____4)    W-4 – Current year 
____5)    I-9 – IMMIGRATION & NATURALIZATION FORM - Please refer to the back of I-9    

 form for acceptable documents.

____6)    SOCIAL SECURITY NUMBER COLLECTION STATEMENT – To be given to employee
____7)    PRE-EMPLOYMENT REQUIREMENTS 
____ 8    FOREIGN NATIONAL INFORMATION FORM - To be completed only if you are   

             currently on a visa.
  

____ 9)   VOLUNTARY EQUAL EMPLOYMENT OPPORTUNITY SUPPLEMENT 
____10)  ACKNOWLEDGMENT FORM – Sexual harassment, Drug Free Workplace, Student Records Policies.
____11)  LOYALTY OATH – This form must be notarized
____12)  EMPLOYMENT IN A JOB NOT COVERED BY SOCIAL SECURITY.
____13)  EMERGENCY CONTACT
____14)  FACULTY CREDENTIAL FORM (FCF) – Required when teaching credit, college prep and 

                vocational credit courses – credentials instructors according to SACS guidelines.
____15)  OFFICIAL TRANSCRIPTS – Official transcripts are required for all instructors teaching credit courses.     

FINGERPRINTING - HEALTH SCIENCE INSTRUCTORS ONLY

CONTACT MARCIA BROWN EXT. 7448/ ZORY MOCANU EXT. 7667/ PATRICIA SANCHEZ EXT. 7422/   GISELLE THOMAS EXT. 7662, FOR AN APPOINTMENT TO BE FINGERPRINTED.
I HAVE CHECKED THAT ALL THE NECESSARY FORMS HAVE BEEN COMPLETED.  I

UNDERSTAND THAT ALL FORMS MUST BE RECEIVED BY RECORDS MANAGEMENT 

BEFORE THIS EMPLOYEE CAN BE PROCESSED.

____________________________________               ___________           ___________

SIGNATURE OF HIRING SUPERVISOR

   DATE                      OFFICE EXT. 

____________________________________

PRINT NAME OF HIRING SUPERVISOR

NEW EMPLOYMENT PACKET CHECK LIST
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