Canadian New Hire Packet Checklist
 

Please follow these instructions in order to avoid any errors in your NHP paperwork.
Note: These forms must be filled out completely and accurately before they can be processed.  Please read and follow all instructions carefully in order to expedite the process of your New Hire Packet. 

 

· Use blue or black ink on all forms.  
· Do not use white out or correction tape.  To correct, draw a single line through errors.
1. Faculty New Hire Information Form
· Please leave the Campus Name and Academic Affairs Cost Center blank.  This information will be completed by the campus.

· Home/Work State: For Online campus faculty please select yes.  For Ground campus faculty please only select no if you teach at a local campus in a state other than the state you reside in.
2. Faculty Personal Information Form
· Please complete the entire form

3. Personal Tax Credit Form
· Please fill in all the spaces and complete both sides of the form
· Please be sure to sign and date the second page
4. British Columbia Tax Form
· Please fill in all the spaces and complete both sides of the form

· Please be sure to sign and date the second page
5. Legible Copy of SIN Card
· Please make a legible photo copy of your SIN card to submit with your forms
6. Legible Copy of Picture ID
· Please make a legible photocopy of a photo ID such as a driver’s license to submit with your forms
7. Apollo Group Authorization for Background Check – Consent Forms A and B
· Please complete the top section of Consent Form A.  The bottom section related to Canadian Credit History is not required.

· Please complete all sections of Consent Form B including your signature.
8. Apollo Group Self-Identity Form

· This form may be completed electronically and please note this information is for Federal reporting purposes only.

· For page 1, please indicate your gender/race/ethnicity information or if you wish not to disclose your gender/race/ethnicity please write “I do not wish to disclose this information” on the bottom of the form.  Please make sure to print your IRN, name, and date on this form (your IRN can be found at the top of your faculty webpage).

· Page 2 is only for your information and does not need to be included with your other paperwork.
· For page 3, please indicate your veteran status or select “none of the above” if none of the categories apply to you.  If you wish not to disclose your veteran status please write “I do not wish to disclose this information” on the bottom of the form.  Please make sure to print your IRN, name, and date on this form (your IRN can be found at the top of your faculty webpage).

9. Direct Deposit form 

· Section #1 and #3 must be completely filled out

· Must be signed and dated

· A voided check must be submitted with the deposit form for all checking accounts

10. Direct Deposit Bank form 

· To be used only for Savings accounts or checking accounts for which you do not have any checks available

· Complete form in place of a voided check, but the Direct Deposit form must still be completed

· A representative from your bank will need to sign the savings/direct deposit form.

