Shepherd University New Employee Information Sheet

This form is to be used by hiring managers and assistants to collect information required to complete the Hiring Proposal and Hire Adjunct actions in the HR system (PeopleAdmin).  Some information is deliberately not included on this form (such as mailing address) because applicants already have provided it to the University, and we should not repeatedly request the same information.  If you have questions about this form or about the hiring process, please contact the Human Resources Office.

Last Name, as it appears on Social Security card:  ________________________________

First Name, as it appears on Social Security card:  ________________________________

Social Security Number:  ____________________________

Date of Birth:  ______________________________

Work Eligibility:
Citizen or National of the United States  _____

Resident Alien  _____

Other  _______________________
9-Month Faculty:  Do you want your pay spread over 12 months?    Yes _____   No _____
(Employee’s gender and race are requested for Federal and State reporting purposes only.)

Gender:  ​​​​​​​​​​​​​​Male  _____  Female _____  

Ethnic Category:  Are you Hispanic or Latino?    Yes _____   No _____
Race Category:  Select one or more races.  If you have identified yourself as Hispanic or Latino, you are not required to select an additional category.
American Indian or Alaska Native  _____

Asian  _____

Black or African American  _____

Native Hawaiian or Other Pacific Islander  _____

White  _____
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