	INSTRUCTIONAL STUDENT ASSISTANTS (ISA)

JOB CODE: 1150/1151    Union: UAW4123 (Unit 11)
NEW/REHIRE EMPLOYMENT FORMS CHECKLIST
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Please complete, sign, date and return all requested forms and documents checked below by the date noted in your HR Orientation email. The new/rehire employment forms below can be accessed on the following HR website:  http://www.csum.edu/web/hr/new-employee-orientation.  
	Required Forms
	( When

Completed
	REQUIRED FORMS

	N/A
	 FORMCHECKBOX 

	Job Description:  Please be sure you have signed the Job Description

	N/A
	 FORMCHECKBOX 

	Resume – Submit a copy of your resume to HR or your Hiring Manager

	(
	 FORMCHECKBOX 

	Authorization to use Privately Owned Vehicles on State Business

	(
	 FORMCHECKBOX 

	EEO/AAP/Disability  -  Disability Self-Identification Form 

	(
	 FORMCHECKBOX 

	EEO/AAP/Disability  -  Self-Identification Form

	(
	 FORMCHECKBOX 

	EEO/AAP/Disability  -  Veteran Self-Identification Form

	(
	 FORMCHECKBOX 

	Employee Action Request – Complete “New Employee”, Sections C-I.  Please complete both 02 – Marital Status and 03 Number of Allowances of section E1.

	(
	 FORMCHECKBOX 

	Employee Demographic and Emergency Contact Checklist

	(
	 FORMCHECKBOX 

	Employment Eligibility Verification (Form I-9) – Complete Section 1 only, sign, and date.  

	(
	 FORMCHECKBOX 

	Computer & Electronic Mail Usage Agreement

	(
	 FORMCHECKBOX 

	Designation of Person Authorized to Receive Warrants – This document authorizes the release of all warrants (excluding refund of employee retirement contributions and payment of death benefits) to a designee.

	(
	 FORMCHECKBOX 

	Direct Deposit – Complete sections A,B, and C if you would like your check to be deposited directly

	(
	 FORMCHECKBOX 

	STATEMENT ACKNOWLEDGING REQUIREMENT TO REPORT CHILD ABUSE AND NEGLECT (For Limited Reporters Only) (Legal Duty to Report Child Abuse and Neglect)

	(
	 FORMCHECKBOX 

	Oath of Allegiance and Declaration of Permission to Work for Persons Employed by the State of California – As required by the Constitution of California, every State employee, except legally employed noncitizens, must sign an oath or affirmation before he or she enters upon the duties of his or her State employment.

	(
	 FORMCHECKBOX 

	Statement Concerning Your Employment in a Job Not Covered by Social Security

	EMPLOYEE POLICIES AND PROCEDURES:  

	(
	 FORMCHECKBOX 

	Policy Acknowledgement Checklist (Please review the policies and procedures listed on the list and complete and sign the Policy Acknowledgement Checklist)  REQUIRED


GENERAL INFORMATION – Please click the associated link for more information or to access forms:

1. Pay Periods and Holiday Schedule - access to Holiday and Payroll Schedules
2. QUICK REFERENCE GUIDETime and Labor  – Instructions to access online timesheet
.  (It is recommended that you meet with your Manager to ensure you understand the online timecard process or contact HR at (707) 654-1138.
3. Workers Compensation  - Informational Handout for Injuries Caused by Work 
4. Jeanne Cleary Disclosure:  Disclosure of Campus Security Policy, Fire Safety Report, and Campus Crime Statistics
5. UAW Local 4123 – Unit 11 (ISA)  - Union Membership information
	SUBMITTING YOUR DOCUMENTS
RETURN ALL COMPLETED DOCUMENTS TO
 HUMAN RESOURCES BY THE DATE(s) REQUESTED.  
	HR CONTACT

Demetra Miller, HR Faculty Analyst/Diversity Officer

Phone: (707) 654-1244/Fax: (707) 654-1141

Email: dmiller@csum.edu


Revised:  1/28/18 dm
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