








New Hire Sign-On Verification 
*Required* 

 
Name: _____________________________________    Date:  ____________ 
 

Attend a “Getting On-Board with Human Resources” program offered at one of the following times. 
 

• Tuesday 12:00, 1:00 or 2:00 
 

• Wednesday 3:00 or 4:00 
 

Please complete all sign-on materials before attending the “Getting On-Board” program.  
 

1. You MUST bring the following documents to Human Resources for new hire sign-on: 
• Original application 
• This form 
• Completed new hire packet  
• Original Forms of Identification (see I-9 list for acceptable forms of identification) 
• Copy of  Social Security Card for W-4  

 
2. You department may give you an OPS Appointment Form to turn in at sign-on. If you are receiving 

College Work Study, you will need to obtain Financial Aid’s signature on this form before completing 
you sign-on.  
 

3. Return this form, signed by Human Resources, to your Supervisor 
 

4. If permission is given below, you may begin work.  
 
 

Human Resources Representative Verification 
 
___ Individual has completed all paperwork and is approved to start work effective ___/___/___. 
 
___ Individual needs to provide additional information and is not approved to start work. 
 Additional information needed: 
 
Human Resources Representative Signature:  
 
 

*Please contact Human Resources at 590-1400 if you have questions regarding the “Getting On-Board 
with Human Resources” program.* 
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