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HIRING HUB — WEST VALLEY HIRING HUB — MISSION
Location: HR Office Location: SEC346

EVERY THURSDAY EVERY TUESDAY
9:00am to 4:00pm 9:00am to 4:00pm

ITEMS NEEDED PRIOR TO ARRIVING AT THE HIRING HUE

- TE Exam Results (Fleasze select OINE of the three bozes)
[ Completed TE Screening thoough District Health Center (Forms will be provided duaring
hiring hub). This process has a fee of §35.00 pleasze hring payment with you to hiring hub

O Prowide a copy ofa TE e=zam that vou have had completed wnthan the last 90 days.

1 Complete a TE exam through your own mnsurance. (Please note, the Dastrict is not
responsible for any fees that arise with this option)

- Receipt Confirming Live Scan Process Completed.  (or alf morkerr mr crestodial, Child Developmreny

and fn porsitions Sanding woney. There ir mo fee for this service thronoh rhe Dixirics)

Please contact the Police Services at 408-741-2685 or livescan(morvm edn to make an
appointment for livescan.

COirigdnal Social Security Card
Form of Photo I (Ex: Dirivers License, Passport, Work Anthorization Card, etc))
Souded Check if yon are intending on sipning up for Direct Dreposit

uuu
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JWEST VALLEY-MISSION COMMUNITY COLLEGE DISTRICT ./ 14000 Fruitvale Avemus/Saratoga, CA 95070-3698 / (408) £67-2200 H uman Resources Department

New:
HRt HIRING x\’g Student Worker Rehire:

SHORT-TERM, SUBSTITUTE & PROFESSIONAL EXPER

HUMAN RESOURCES . ; e . Student I
NOTICE OF EMPLOYMENT ¢ Employment Notification TE Test Date:
15 Completed:
Wark Location: | ] District Office | 1 West Vallay | Mission 14000 Fruitvale Avenue / Saratoga, CA 95070-3658
Assignment: | | Professional Expert [ 1 Project Based [ 1 Perodic* Student workers must be enrolled in at least six (6) units during the Fall and Spring semesters; three (3) units during the
W 160 werking dups pex fiseal pear Wax 160 working dis pes fisea] yess :.:‘Euw::;u;l:n = r;:‘.:‘_.:l S 5 N ional students must be enzolled in 12 units each semester.
Seasenal* Substitate for Active Employes Substitute for Vacant Position J; . N P - - -
H Wi £5 peak daya s 6 sminth pend . M 160 working days pes fizcal pear . Wis: 60 calcrdas days per Fcal yosr Name: _ Social Security Na: _XXX - XX
il Sﬂ‘v:a:"nl.‘:nhgimmnd Allach s Prrscnsel Reguistion Mezsilma Form Laz Faat B
E— e
Address: Birthdate: - - XX
| | Tater Tz of Aclive Emiplyes Fmme of Furme Empioyes [ e— Apt -
Wi 160 wirking daps pex fiscal peur
Tuserial Servioea ! LATC City: State Fin: Cell Phone:
Puosi o I8 Flassrcs POGHE Fcmitiom [ | Flazcs POGHE ° N P i
Short-term Employee [nformation: Sax: O Male O Female Location: O MC a wvc O District
Tast Hams. First Nama. BT Sodal Security Fumbar por—— Select semester and indicafe #af?ms(.ls perweek: [ FALL (September — Decamber) H:::::;:!:;rm Tc"];"icuhﬂ
- - Start Date: 0 SPRING (Jannasy - May) Hours per week: Student
“Addrous (Stwet, City, Stats, Z3p) Phons Nemmber (inclnda Wintaramiez) {ae mmecm than 16 hra o veske District vrida)] Warkes™
End Date: O SUMMER {June - August) Hours perweek: v
- - e Yes
_ {ace e Hham 7.5 fia ur vk Dasemact i)
Emul Addreas Call Humbar (For position tile and kourly rate, refer fo Student Worker Salary Schedule.) “Hozurs per et ¢ i quatifnti ;
Gender: | | Male | 1 Female 1. Previously on District payroll? | | Yes | Ha 3. Fingerprinted by the District? Position Title: Step: Hourly Rate:
2. Relatives employed by District? | 1Yes [ | No [ | Yes [ | Mo
Birthdate: 0000
Moo Day Ve TE Vs, Name: Department: SUPERVISORS ARE RESPONSIBLE FOR VERIFICATION OF INFORMATION IN THIS AREA:
Students cannet begin working unfil all necessary paperwork is completed and verified by HE.
Position Titls / Services o be ert 7 i - e
T T A O Mission 0 West Valley Units Enralled: g Fall g ::umhs_
Digscribe dutiss: O Summer 0 # of units:
B Does this student hanve relatives employed by the District? If yes, who?
Location:
Start Date: End Drate: D
C Is this person currently employed by another department? Q Yes Q Ne If yes, where?
Compensation Recommended: {Todal Salary =& af hrs x hrly rate + bemefits (w 6.960%) D Do o ac y empl + notification:
| | Howly: Rammgz 8 I Daiy Rate: § 0 TB Test Results O Picture ID O W4 Form
Frequency of Payment | ] Monthly | | CompletionofService | | Amountnot toexcesd: 3 Total Salary: 3 D Social Secusity Card (capy) O 18 Form B Student Worker Information Farm
E International students most also provide the following:

Buodget Information

0 1-84 Form (capy)

O Permnanent Alien Resident Card

O Class Schedule (copy

Fimanetal Analpst / Managemant Analyst
Account Number: % 0 1-20 Form {capy) O Passport O Lettes fom Intl Shadent Adviser
Account Mumber: % et Supervisor Signature
. . .. oL [ g, Sanans TOBHE
(Funds must be verified prior w0 obtaining anthorization signarures below.)
Anthorization: Department: Fhone Ext. Date:
) . [
HName of Supervisar: Ext. Sigmature: Date:
Supv. Banner POSN#
T — T Date: Account Mumber (1) Account Number (2} Budget Admrastratar (Pond)
WVice Pres_/ Pres. [ Vice Chan / Desiznae: Signature: Date:
Account Number (3) Acoount Number (4) Budget Administrator Signature
Human Resonrces Proceszing:
TB Date: 19 Dare: Fingerprint Date: Date
Human Resources Approval: Date: Pzocessed for employment by Assaciate Vice Chancellar / Designes




THE PROCESS — ONLY 7 STEPS

New hire meets Supervisor sends New hire completes
with supervisor. New Hire Packet/NOE packet or attends
Hiring Hub
Step 6
Step, 5

‘ =

THIS ENPLOYEE IS EUGISLE TO WORK FOR VWV COLLEGE

i i

Representative Signature:

e
‘ Date:

Phone: (409 7412155

=3

elcome to West Valley- HR verifies New Hire

Mission Community College Once doC<|:u|_r|nRent.TIhave beer;‘ NOE Packet, NOE & Completes
District! approved, R willapprove the 1-9 Verification

o‘_&R T.r

Supervisor signs required forms



STEP | & 2

= Supervisor meets with employee:

" Provides New Hire Packet via DocuSign or
NOE for Hiring Hub

= Completes NOE via Docusign (If not
attending Hiring Hub)

* Informs employee to dedicate I-1.5 hours
to complete the New Hire Packet

= Summarize all required documents and
information neededto complete the NHP

® Provides the new employee the I-9
Verification Drop In meeting times
or Hiring Hub Times




THE HIRING PROCESS VIA DOCUSIGN

DocuSign eSignature Home ~ Manage  Templates  Reports

NEW ¥

TEMPLATES

z My Templates

&% Shared with Me

E All Templates

W Favorites

B Deleted

¥ FOLDERS +

My Templates
Name 3 Owner ¢
_| Short Term NOE (Administrative Completes) HR Assistant

Included in matching

L Student Worker NOE HR Assistant
Eligible for matching

Short Term NOE HR Assistant
Eligible for matching

PowerForms

0.4 Active

01 Active

Created Date +

712012021
03:58:05 pm

712012021
04:00:32 pm

8272021
04:56:30 pm

D @ f/é TISSION COLLEGE |
5 WEST VALLEY COLLEGE

‘ Q Search My Templates

‘ LT

Last Change ¥

/172022
03:06:12 pm

6/30/2022
03:09:14 pm

6/16/2022
11:3253 pm

Folders

Admin. Specialist

Student Workers

Student Workers (1)

THINGS TO REMEMBER

Sign into docusign and select
“Templates”

Select “Shared with Me”

Select the document you want
to use and click “USE”

Assign all the levels of those
who need to sign and complete
the file, including yourself

Click “SEND”

Once you send it, then
complete it. DO NOT complete
prior to clicking send as it will
update the template and make
it not able to be used by
anyone



STEP 3
(NEWV HIRE RESPONSIBILITIES)

New Hire Checklist

=New hire schedules TB test (required) and Live Scan/ Fingerprinting (if
applicable)

=New hire attends one of the drop in meetings for I-9 Verification (If
e doing hiring through hiring hub this will be done at the hiring hub)

i kb mcnTm——— =*New hire completes New Hire Packet

RE: INFORMATION FOR EMPLOYMENT

PLEASE READ THE FOLLOWING INSTRUCTIONS CAREFULLY!

Students are not allowed to begin work without prior approval from Human Resources. Students need to complete the
forms in the packet, have the supervisor sign the "Signature of Supervisor” section on the Student Worker Information
Form, and submilt the complete new hire paperwork to Human Resources for processing. Please complete in blue or black
nk. No pencil

The supervisor must submit the Student Worker Employment Notification (NOE} to the College Administrative Speciallst -
Personnel for processing. The supervisor must sign as the witness of the student’s signature in the forms.

***To submit the new hire paperwork, the new employee needs to meet with Human Resources. The new employee is
encouraged to make an appointment with the Human Resources Specialist or to show up during the Human Resources
Specialist’s designated walk-in hours. Human Resources will make copies of the Social Security Card and the photo 1D, or
passport to include with the new hire paperwork. Once a new hire packet has been deemed complete, Human Resources
will assign a start date and notify the supervisor that the student may begin working. No student worker is allowed to begin
work until the supervisor hos received notification of the student employee’s start dote from Human Resources. In turn, the
supervisor needs to notify the employee of the assigned start date. For the department’s records, Human Resources will




West Valley - Mission

TO: SUPERVISORS & STUDENT WORKERS
FROM: HUMAN RESOURCES DEPARTMENT

RE: INFORMATION FOR EMPLOYMENT

PLEASE READ THE FOLLOWING INSTRUCTIONS CAREFULLY!

Students are not allowed to begin work without prior approval from Human Resources. Students need to complete the
forms in the packet, have the supervisor sign the “Signature of Supervisor” section on the Student Worker nformation
Form, and submit the complete new hire paperwork to Human Resources plete in blue or black

v processing. Please cot

ink. No pencil

The supervisor must submit the Student Worker Employment Notification (NOE] to the College Administrative Specia!

Personnel for processing. The supervisor must sign as the witness of the student’s signature in the forms

ith Human Resources. The new employee is

he new hire paperwork, the new employee needs to meet
nake an appointment with the Human Resources Specialist of to show up during the Human Resource:
Human Resources will make copies of the Social Security Card and the photo ID, or
work. Once a new hire packet has been deemed complete, Human Resources
date and notify the supervisor that the student may begin working. ident worker is cllowed to begin
ervisor hos received notification of the student employees start date from Human Resources. In turn, the
supervisor needs to notify the employee of the assigned start date. For the department's records, Humon Resources will

***To subm

ted walk-in hours.

X

= Supervisor signs required forms on New Hire Packet via DocuSign

once received from new employee. (If employee came through the
hiring hub, no additional signatures outside the NOE will be required.)




REQUIRED RECIPIENTS (CONT.STEPS 4)

Short Term NOE Student Worker NOE
= Financial Analyst Initials — Account Number = Financial Analyst —Account Number
= Budget Administrator(s) signature = BudgetAdministrator(s) signature
= Vice Pres./Pres./Vice.Chan./ or Designee = ManagementAnalystinitials (MC)

= StudentServices go to VPSS
= [nstruction goes to VPI
= Admin goes to VP of Administrative services

= ManagementAnalystinitials

All NOFE’s MUST be filled out completely with the only exception of start date.



West Valley - Mission

T0: SUPERVISORS & STUDENT WORKERS
FROM: HUMAN RESOURCES DEPARTMENT
RE: INFORMATION FOR EMPLOYMENT

PLEASE READ THE FOLLOWING INSTRUCTIONS CAREFULLY!

Students are not allowed to begin work without prior Students need to

forms in the packet, have the supervisor sign the “Signature of Supervisor” section on the Student Worker Information
Form, and submit the complete new hire paperwork to Human Resources for processing. Please complete in blue or black
ink. No penci

The supervisor must submit the Student Worker Employment Notification (NOE) to the College Administrative Specialist -
Personnel for processing. The supervisor must sign as the witness of the student’s signature in the forms.

the new hire paperwork, the new employee needs to meet with Human Resources. The new employee is
the Human Resources Speciolis

ecialist's designated wolk Human Resources will make copies of the Socia Securlty Car

passport to include with the new hire paperwork. Once a new hire packet has been deemed comy

" dateand P may begin working. No student worker i allowed to begin

work until the supervisor hos received notfication of the student employee’s start date from Human Resources. In turn the

f the assigned start date. For the department's records, Humon Resources wil

Employment Eligibility Verification uscis
Department of Homeland Security ‘“Ff"“ B
US. Citizenship and Immigration Services po

»START HERE labie, either n paper or electronically,

ployers CANNOT specly which document(s) an
or continue to employ an indiidual because the

e may present 1o establish ey
documentation presented has a fuure.

Section 10f Form I

Section 1. Employee

Last Name (Far

First Name (Gen Mame) Vadde ntial | Oher Last Names Used i any)

Adcvess (Street Mumber and Name) Apt Number |ty o Town

Employee's Telephone Number

Date of Bt [mmsdyyyy) Socil Securty Number | Employees

‘IEE

1am aware that federal law provides for imprisonment andior fines for faise statements or use of faise documents in
connection with the completion of this form.

I attest, under penalty of perjury, that | am (check one of the following boxes):

HR meets with employee in person to verify |-9
Documentation (This will be done in the hiring
hub if completing the hiring process through HH

New employee should have submitted:
* Completed New Hire Packet
* TB results & Live scan (if required)



Employee Assignment Card

d

ool Vadary Minason

Name:

GO#:
THIS EMPLOYEE IS ELIGIBLE TO WORK FOR WVM COLLEGE

From: Expires:

HR Representative Signature:

Date: Phone: (409) 741-2155

HR reviews NOE and NHP

= Position title, duties, pay rate
= NO missing required signatures

=HR will provide start date via Approved NOE (Please
note the approved NOE if submitted via docusign will be
sent via docusign, if sent through hiring hub will be sent via
email.)

= Supervisor may NOT start new employee
unless Approved NOE has been received
= No back dating or rushed NOE will be accepted.

Payroll will also not be processing manual checks for
NOE not submitted on time



Welcome to West Valley-Mission Community College District!




THINGS TO REMEMBER

*Send ALL items for processing to HR Assistant at hr.assistant@wvm.edu

*If an employee wants to see their own doctor, the Workers Comp documentation needs to
be signed by the Physician

*Overtime is not allowed for student workers

*Forms that are not completed will not be accepted and docusign file will be declined.
Please review the details in the declined document or any comments posted so you are
aware of the reason the document was declined.

*Hit your Deadline's - We want to make sure employee's get paid on time. The deadline

for student and hourly workers to begin on the first day of the semesters are as follows:
eWinter - December 1st Due - Processed by Last day of work in December

eSpring - January 5th - Processed by 1st day of Spring Semester
eSummer - May 1st - Processed by 1st day of Summer Semester
eFall - August 1st - Processed by 1st day of Fall Semester
*During periods outside of the start of a semester, turn around time should be 3-5 business
days from the time ALL documents have been received by HR. (This includes the I-9
verification)



mailto:hr.assistant@wvm.edu

QUESTIONS




CONTACT

|
INFORMATION TP
Danielle Ramirez-King ALAD

HR Specialist

* Danielle.Ramirezking@wvm.edu weSt valley - MiSSion

Community College District



mailto:hr.assistant@wvm.edu
mailto:Danielle.Ramirezking@wvm.edu
mailto:ing@wvm.edu

