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P6Hx23-2.08
PROCEDURE: REQUIREMENTS OF RECORDS FOR ALL EMPLOYEES

Employment will not be considered finalized until all requirements of the Human Resources Department are complete.

Required records will consist of the following:

I.
A completed online application form.

II.
Official transcripts and/or other evidence of knowledge in subject area, (where applicable).

III.
Completion of waiver form for fingerprint background screening.

IV.
An Official Hiring Packet that includes federal and state mandated documentation.

V.
A physical and/or psychiatric examination certificate if required by the Board of Trustees pursuant to Rule 6Hx23-2.04 or by the President pursuant to Rule 6Hx23-2.02.

VI.
A notarized loyalty oath as prescribed by Florida statutes.

VII.
Copy of social security card, where applicable.

VIII.
A completed Immigration and Naturalization Service I-9 form.

IX.
When the services of non-credit adjunct instructors are engaged, the following record requirements are applicable:

A.
A Notarized loyalty oath

B.
A completed Internal Revenue Service W-4 form

C.
A completed, signed application for employment form

D.
Evidence of knowledge in the subject area

E.
A completed Immigration and Naturalization Service I-9 form

F.
Other documentation deemed appropriate

X.
Effective June 1, 1987, all individuals hired by the college must complete an Immigration and Naturalization Service form I-9 on or prior to their first day of employment.  At the time the I-9 is completed the individual must present proof of identity (e.g., a Florida driver’s license) and proof of employment eligibility (e.g., a Social Security Card).

A.
New employees other than students hired through the financial aid office, are to personally appear with appropriate documentation at the human resources office to complete form I-9.  In exceptional circumstances, prior arrangements may be made to have the form completed at a different location.

B.
Students hired through the financial aid office are to personally appear with appropriate documentation at designated financial aid offices to complete this form I-9

C.
Supervisors are responsible for notifying new employees of this procedure and for providing an opportunity for such individuals to comply with this procedure.

D.
The human resources office is responsible for maintaining completed I-9 forms except for those maintained by the financial aid office.

History:
Adopted - 7/16/85.  Amended - 6/9/87.  Effective - 6/1/87; 6/19/12.  Filed – 6/19/12.  Effective – 6/19/12.
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