ADJUNCT IN PROCESSING

REQUIRED ITEMS






Signed Contract**(Credit Adjunct only)



I-9**



W-4**




VA-4**



VCCS Technology Agreement



Child Support Enforcement Memo**



Paycheck Distribution Form**



Direct Deposit Form –Mandatory 


Acknowledgement Form receipt of:



DHRM policy on Alcohol and Drugs



DHRM policy on Standards of Conduct



DHRM policy on Workplace Violence



DHRM policy on Workplace Harassment


Successful completion of Prevention of Sexual Harassment Training.* (*Send signed copy of certificate to Instruction for filing)

** Send copies to Payroll-required to put on payroll.  All originals and other documents are to be maintained in Adjunct file kept in your department.













