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[bookmark: _Hlk33435339]This checklist contains and identifies the steps to hire teaching assistants (teacher of record) once position is accepted.

ONCE OFFER IS ACCEPTED 

[bookmark: _Hlk33435059][bookmark: _Hlk33434527][bookmark: _Hlk25071948]☐ 	Collect required hiring documents which can be found on the Faculty Forms webpage.  
· [bookmark: _Hlk33434552]The appropriate checklist must be submitted with each new hire packet noting materials received. 
· Hiring packets must include all required documents, or they will be returned. 

☐ 	As applicable, seek formal guidance from International Student and Scholar Services (ISSS) on immigration-related matters as soon as the selection process concludes. 

[bookmark: _Hlk33434933][bookmark: _Hlk33433953]☐ 	Request official transcripts from ALL degree granting institutions. Guidelines for Accepting Transcripts
· [bookmark: _Hlk25072418]Faculty and Academic Resources will request ALL Texas State Transcripts.

[bookmark: _Hlk33434722][bookmark: _Hlk25072122][bookmark: _Hlk25072516][bookmark: _Hlk25072563]☐ 	Run transaction ZHRPEOPLESEARCH in SAP to find the new hires Texas State ID Number and Net ID. If the new hire is not in the system, complete the NET ID request through ITAC to obtain Texas State ID and Net ID. 
· See ZHRPEOPLESEARCH instructions for more details. 
[bookmark: _Hlk25071652]
[bookmark: _Hlk33434748][bookmark: _Hlk33434974]☐ 	New teaching assistants should be added to the Faculty and GTA/DTA Log once the position is accepted.  
· The department/school administrative assistant can access log through SharePoint.  
[bookmark: _Hlk33435151]
[bookmark: _Hlk33434771]☐ 	Using HireRight, initiate the electronic Form I-9 and E-Verify process prior to employee’s first day. 
· I-9 FAQs can be found here; typically done every three years (see FAQs).

[bookmark: _Hlk33435003][bookmark: _Hlk33434785]☐ 	Submit Personnel Change Request (PCR) to set up employee record on payroll. 
· All support documents must be attached electronically to the E-PCR, using the Faculty PCR Document Naming Convention.  
· For international hires, departments should email the following to payroll@txstate.edu: selected candidates name, email, rank, department, and start date.    
[bookmark: _Hlk19535325]
[bookmark: _Hlk33434794]☐ 	If necessary, complete the New Position Data Form (NPDF) to have a new position created in SAP. (Use transaction PPOSE to identify available position.)
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