CALS Personnel
New Hire SPA Paperwork Check-List
	1.
	CALS Personnel Action Request Form (PAR)
	

	2.
	Signed Offer Letter
	

	3.
	IE / OIS Visa Approval Email (if applicable)
	

	4.
	Signed Patent Agreement Form (only for Research positions)
	


Please note the following additional documentation that is required to be completed and maintained in the departmental personnel file.
· New Employee Orientation

· Discrimination and Harassment Prevention and Response Training (This training is mandatory for all categories of employees; however, permanent SPA and EPA employees will receive training during new employee orientation.) 
     http://www.ncsu.edu/equal_op/harassment.html
· Regulatory safety information:  http://www.ncsu.edu/ehs/neo
· Manager’s Departmental Checklist for Employee Safety Training

· Hazard Communication Program/Training

· Hazardous Material Transportation General Security Awareness

