
 
PERSONNEL CHECK LIST 

 
REQUIRED DOCUMENTS 
FULL TIME PERSONNEL 
 
 
 

 

   Completed Application 
 

   Official Transcripts Form (complete transcripts from all 
institutions from which any collegiate credit has been earned) 

 

   Completed I-9 Employment Verification 
 

   Copy of Driver’s License 
 

   Copy of Social Security Card (front and back) 
 

   Completed Drug/Free Compliance Form 
 

   Sexual Harassment Policy 
 

   W-4 Internal Revenue Service Tax Form 
 

   A-4 Alabama Tax 
 

   PEEHIP Insurance Online Enrollment Instructions 
 

   Completed Member Information Record Teacher’s Retirement System 
 

   Signed Internet Agreement 
 

   Completed FERPA Form 
 

   Completed Employee Information Form 
 

   Completed Family Relationship Disclosure Form 
 

   Mentoring Form (Full Time Faculty Only) 
 

   Completed Teacher Retirement System Record 
 

   Direct Deposit Form 
 

   Signed Job Description (Supplied by Immediate Supervisor) 
 

   Ethics Training Certificate 
 

   Background Check Release Form 
 

   $17.40 Payment for Background Check 
 

   Employment Verification Letter(s) 
 

   Online Personnel Handbook Access Form 
 

   Health Care Coverage Options Form 
 

   Current Employment Within the Alabama Community College System 
 

THESE DOCUMENTS MUST BE ON FILE BEFORE THE FIRST SALARY 
CHECK IS ISSUED. 

 
 

Name 

Date Received 

Received via 

 TH
/N

O
H

 to
 D

O
N

N
A

  
__

__
__

__
__

__
 

 
 

 
   

   
  D

at
e 

 SE
N

T 
TO

 S
Y

ST
EM

 
__

__
__

__
__

__
 

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

 D
at

e 
  TR

/W
-4

/A
-4

/D
D

 T
O

 P
A

Y
R

O
LL

   
 _

__
__

__
__

__
__

_ 
 

 
 

   
   

   
   

   
   

 D
at

e 
 TR

S 
TO

 C
A

R
O

L 
 

__
__

__
__

__
__

 
 

   
   

   
   

   
   

   
  D

at
e 

 

  B
ac

kg
ro

un
d 

C
he

ck
 C

om
pl

et
e:

   
__

__
__

__
__

__
_ 

   
   

   
 _

__
__

__
__

__
__

 
 

 
 

   
   

   
  D

at
e 

 
 D

at
e 

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
En

te
re

d 
   

   
   

   
C

om
pl

et
ed

 
  E-

ve
rif

y 
Co

m
pl

et
e 

   
   

__
__

__
__

__
__

_ 
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

  D
at

e 
  A

L 
N

ew
 H

ire
 C

om
pl

et
e 

   
__

__
__

__
__

__
_ 

 
 

 
   

   
   

  D
at

e 
 Pe

rs
on

ne
l U

se
 O

nl
y:

 


	PERSONNEL CHECK LIST
	THESE DOCUMENTS MUST BE ON FILE BEFORE THE FIRST SALARY CHECK IS ISSUED.

