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Step by Step Exempt (PAT) Hiring Process
Note: all needed forms can be found in steps within the Exempt Hire section
1. [bookmark: _GoBack]GSC Exempt (PAT) Offer Letter Template (Send to HR) with new hire signature of acceptance or attach email from new hire stating their acceptance of job offer. The PAT offer letter can be found within Exempt Hire list of forms.

2. Background Check: Please send new hire’s personal email address to Anne DuBois to start the background check process and remind new hire to expect an email request from HireRight.

3. I-9 Form Send to HR. This document is timely as it is used to create the Banner HR employee record that triggers other banner, payroll and system access processes. 

· Submit this form to Anne DuBois (or Maggie Hyndman). 
· You can fax the form to the secure GSC HR Fax number at (603)415-4158 and please provide the original I-9 form to HR for filing. 
· You may also drop I-9 forms in the HR mail slot in Concord and alert Anne or Maggie that you have dropped off the form. 

4. GSC Staff Change Form (New, Change of Position, Departure) The purpose of this form is to alert all pertinent GSC departments/staff of your new hire onboard needs. Please see Donna Bordeleau for assistance with this form (if needed) as you will be requesting the external and internal system access that your new hire will need to perform the duties required for their new position.

5. Direct Deposit and W-4 withholdings are completed by new hire in WISE on or after their first day of work. Crystal Bixby will cover both items during PAT Leave Reporting Training (see below).

6. Exempt (PAT) Leave Record & Instructions FY18 07-01-17 thru 06-30-18 

· Please contact Crystal Bixby to request an appointment for your new hire to receive PAT Leave Report training. 
· Please contact the GSC Registrar’s Office, Cortney Henry cortney.henry@granite.edu to schedule an appointment for FERPA training.
· Please contact Student Affairs Office, Tiffany Doherty tiffany.doherty@granite.edu to schedule an appointment for TITLE IX Training. 

7. HR Orientation: Please contact GSC-HR to schedule an appointment for orientation within the first week of new hire start date.

8. Complete People Admin process for communicating to remaining “not-selected” applicants using the People Admin automated email notifications (Anne DuBois is available for assistance with this process: anne.dubois@granite.edu)

