PROCESSING CHECKLIST Current Employee* with New Assignment
*A current part-time employee (faculty or staff) changes or adds an assignment or a full-time employee (faculty or staff) in an active assignment who acquires a part-time position.  

Employee Name      

College      

Job Title      


Department      
Hiring Supervisor      

Phone      

 FORMCHECKBOX 

Part-Time Employee Recommendation Form (to end a current part-time assignment before the specified assignment end date, if applicable)
 FORMCHECKBOX 
 Attach PTR with check box marked “end part-time assignment” signed by employee’s supervisor for the current part-time assignment being ended
 FORMCHECKBOX 

Part-Time Employee Recommendation Form (to initiate new assignment)
 FORMCHECKBOX 
 Check that first & last name is identical to that on social 
      security card


 FORMCHECKBOX 
 Reports to
                   
 FORMCHECKBOX 
 Budget number


 FORMCHECKBOX 
 Position title


 FORMCHECKBOX 
 College/division/department


 FORMCHECKBOX 
 Employment Start & End Dates



 FORMCHECKBOX 
 “Requested by” Printed Name & Signature


 FORMCHECKBOX 
 “Approved by” Printed Name & Signature
 FORMCHECKBOX 

Job Description for New Position (staff positions only)  

 FORMCHECKBOX 

Online Employment Application  

 FORMCHECKBOX 
 Check that first & last name is identical to that on social   
      security card

 FORMCHECKBOX 
 Copies of appropriate licenses and certifications 
      attached


 FORMCHECKBOX 
 Degrees earned
                         
 FORMCHECKBOX 
 Related to HCC Employee?  If yes, consult your HR 
     Generalist
 FORMCHECKBOX 
 Marked “Yes” to a felony conviction?  Notify HR 
      Records & attach approval-to-hire notice  
 FORMCHECKBOX 
 No handwritten information 
 FORMCHECKBOX 

Photocopy of Transcript (if applicable for the new position; official transcript must be received within 30 days of hire)
 FORMCHECKBOX 
 Degrees & courses listed on employment application 
      match transcript

 FORMCHECKBOX 
 Transcripts are relevant to position requirements
 FORMCHECKBOX 
 For transcripts from non-US/Canada or non-accredited 
      institutions, attach evaluation from an approved agency
 FORMCHECKBOX 

Faculty Certification of Standards Form (if applicable)
Requires Deans Signature

 FORMCHECKBOX 
 Academic    FORMCHECKBOX 
 Developmental    FORMCHECKBOX 
 Counselor  
             FORMCHECKBOX 
 Librarian      FORMCHECKBOX 
CTCE                   FORMCHECKBOX 
 Workforce
 FORMCHECKBOX 

Verification of Relevant Work Exp/Workforce 
(if applicable)

 FORMCHECKBOX 
 Exempt – CTCE and Academic
 FORMCHECKBOX 
 Must have a minimum of three (3) years of work 
      experience in profession


 FORMCHECKBOX 
 Must be signed by someone other than the employee

 FORMCHECKBOX 

Primary Language Declaration Form (if applicable)

 FORMCHECKBOX 
 Signed by the Applicant
 FORMCHECKBOX 

Criminal History Background Check

 FORMCHECKBOX 
 Advise employee that a criminal history background 
      check will be performed per HCC Procedure C:2.3.1 – 
      Pre-employment Criminal History Background Check. 
     (unless check has been done within the last 365 days)
 FORMCHECKBOX 

Pre-employment Drug Test Authorization Form 
Required for safety- sensitive positions or those otherwise required by state and/or federal law.
 FORMCHECKBOX 
 Authorization form faxed to drug testing company & 
      Employee Records


 FORMCHECKBOX 
 Attach Fax confirmation page to confirm sending

 FORMCHECKBOX 
 Give a copy of authorization form to employee, original 
       stays with paperwork
 FORMCHECKBOX 
 3-Day Deadline noted   FORMCHECKBOX 
Testing Lab Facility Specified
 FORMCHECKBOX 

Verification of Full-Time and Part-Time Work Schedules (for full-time employee with part-time assignment, in addition to the F/T position)
 FORMCHECKBOX 
 Memo from F/T supervisor stating scheduled work    
      hours of employee’s F/T Assignment

       FORMCHECKBOX 
 Memo from P/T supervisor stating scheduled work 
      hours of part-time assignment
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