LEEWARD COMMUNITY COLLEGE HUMAN RESOURCES OFFICE
NEW HIRE (8 OR MORE CREDITS)

] Photocopy Of Social Security Card

] Personnel Record

] Federal Tax Form (W-4)

] State Tax Form (HW-4)

] Work Schedule Disclosure Form

] Employment Eligibility Verification (1-9)

] Salary Assignment/Cancellation Form (D-60) AND INSTRUCTIONS

] Act 179 Acknowledgement Form (UH 109)

] Disclosure of the Employment of Relatives (if applicable)

] ERS-209, Certification of Compliance with Requirements for Employment of a Retirant
(if ERS retiree)

] Employee Identification Card Application

] Employee Self-Identification

] Employee’s Claim For Prior Creditable Service

] Employee’s Designation Of Beneficiary (D-90) (MUST BE TYPED, PRINTED ON YELLOW PAPER

FRONT & BACK)
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] General Confidentiality Notice

] Initial Lecturer Step Placement Form

] Invitation To Self-ldentify Disability Or Veterans Status

] ERS Claim For Service (EC&B 24)

] ERS Designation Of Beneficiary (Form 1-A) (MUST BE PRINTED ON GOLDENROD)
] ERS Membership Enrollment Form (ERS-1)

] Hybrid Plan Summary

] EUTF Health Benefits Reference Guide

] EUTF Enrollment Form (EC-1)

] EUTF Rates

] Group Life Insurance Beneficiary Designation Form

] Hawaii College Savings Program (may enroll at anytime)

] Conflicts Of Interest Disclosure Form

] Employee Benefits Summary Handout

] Equal Employment/Affirmative Action Letter

] Notice To Lecturers

] Premium Conversion Plan Notice (within 90 days of a qualified change of status)
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] Affordable Care Act Notice

] Health Insurance Portability and Accountability Act of 1996 (HIPAA) Notice
] Island Flex Flexible Spending Accounts (may enroll within 90 days from appointment date)
] Campus Safety And Security

] Sexual Harassment, Sexual Assault Policy (EP 1.204)

] Workplace Non-Violence Policy (EP 9.210)

] Employee Assistance Program

] Eamily And Medical Leave Act

] Official Notice to Employees Regarding Drug-Free Workplace Policies

] Policy On Consensual Relationship (EP 1.203)

] Pre-Tax Transportation Benefit Program

] Nondiscrimination and Affirmative Action Policy (EP 1.202)

] Tax-Deferred Annuity

] Title 1X Resources Guide

] Title IX Training

] State Ethics Guidelines

] Statement of Professional Ethics (Faculty) (UHCCP 5.211)

] Pay Transparency Notice

Updated: 1/25/19


http://www.leeward.hawaii.edu/files/hr2018/UH-126-Personnel_Record_Card.pdf
https://www.irs.gov/pub/irs-pdf/fw4.pdf
http://files.hawaii.gov/tax/forms/2018/hw4.pdf
http://www.leeward.hawaii.edu/files/hr2017/UH_Form_22_Work_Schedule_Disclosure_Form.pdf
https://www.uscis.gov/i-9
http://www.fmo.hawaii.edu/payroll/docs/Instructions%20for%20Salary%20Assignment%20Form%20Fillable%20Version.pdf
http://www.leeward.hawaii.edu/files/hr2017/UH_Form_109_-_ERS_Act_179_Acknowledgement_Form.pdf
https://www.hawaii.edu/ohr/documents/1935/
http://ers.ehawaii.gov/wp-content/uploads/2012/03/ERS209RTWCertCompliance20110101.pdf
http://www.leeward.hawaii.edu/files/hr2017/Application_For_Employee_Identification_Card.pdf
http://www.leeward.hawaii.edu/files/hr2017/UH_Form_27_Employee_Self-Identification.pdf
http://www.leeward.hawaii.edu/files/hr2017/UH_Form_12_Employees_Claim_For_Prior_Creditable_Service.pdf
http://www.leeward.hawaii.edu/files/hr2017/D90_Employee's_Designation_of_Beneficiary_Yellow_paper.pdf
http://www.leeward.hawaii.edu/files/hr2017/UH_Form_92_General_Confidentiality_Notice.pdf
http://www.leeward.hawaii.edu/files/hr2018/Initial_Lecturer_Step_Placement.pdf
http://www.leeward.hawaii.edu/files/hr2017/Invitation_To_Self-Identify_Disability_Or_Veteran_Status.pdf
http://www.leeward.hawaii.edu/files/hr2017/ERS_EC-B_24_ERS_Claim_For_Service.pdf
http://www.leeward.hawaii.edu/files/hr_ers_designation_of_beneficiary_form_1-a_2019.pdf
http://www.leeward.hawaii.edu/files/hr2017/ERS-1-ERS_Membership_Enrollment_Form.pdf
http://www.leeward.hawaii.edu/files/hr2017/ERS_Hybrid_Plan.pdf
https://eutf.hawaii.gov/wp-content/uploads/2018/03/2018-Active-Reference-Guide-s.pdf
https://eutf.hawaii.gov/wp-content/uploads/2018/03/EC-1-Form-All-BUs-Except-BU12-2018_fillable-rh.pdf
http://eutf.hawaii.gov/active/eutf-hsta-active/rates-contributions/
http://www.leeward.hawaii.edu/files/hr2017/USAble_Life_Insurance_Beneficiary_Form.pdf
https://www.hawaii.edu/ohr/benefits-leave/family-and-financial/hi-529-hawaii-college-savings-plan/
http://www.leeward.hawaii.edu/files/hr2017/Conflicts_Of_Interest_Disclosure_Form.pdf
https://www.hawaii.edu/ohr/documents/2054/
http://www.leeward.hawaii.edu/files/hr2017/Equal_Employment_Affirmative_Action_Letter.pdf
http://www.leeward.hawaii.edu/files/hr2017/Notice_to_Lecturers_rev_022417.pdf
https://dhrd.hawaii.gov/wp-content/uploads/2018/03/PCP-Plan-Document_Feb2018_final.pdf
http://www.leeward.hawaii.edu/files/hr2017/TB_Clearance.pdf
https://www.hawaii.edu/ohr/documents/1825/
http://eutf.hawaii.gov/notices/hipaa-privacy-rules/
https://www.nbsbenefits.com/islandflex/documents/Island%20Flex%20Booklet.pdf
http://www.leeward.hawaii.edu/security
https://www.hawaii.edu/ohr/documents/6169/
https://www.hawaii.edu/policy/?action=viewPolicy&policySection=Ep&policyChapter=9&policyNumber=210
https://www.hawaii.edu/ohr/benefits-leave/health-wellness/#employee-assistance-program
http://www.dol.gov/whd/regs/compliance/posters/fmlaen.pdf
https://www.hawaii.edu/ohr/documents/1861/
http://www.hawaii.edu/policy/?action=viewPolicy&policySection=ep&policyChapter=1&policyNumber=203
https://drive.google.com/file/d/0B89xrebQp_r7THdidGdVSExnQ2c/view
https://www.hawaii.edu/policy/docs/temp/ep1.202.pdf
https://www.hawaii.edu/ohr/benefits-leave/retirement/optional-retirement-savings-457-403b/
http://uhcc.hawaii.edu/titleIX/docs/TitleIXBrochure.pdf
http://www.hawaii.edu/titleix/lawroom/employees
http://ethics.hawaii.gov/wp-content/uploads/2013/09/ethicsguide.pdf
http://uhcc.hawaii.edu/ovpcc/policies/UHCCP_5.211
https://www.dol.gov/ofccp/pdf/pay-transp_formattedESQA508c.pdf

