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PART I: GENERAL INFORMATION

PART II: POSITION & EMPLOYEE INFORMATION

STAFF & MANAGEMENT HIRE AUTHORIZATION FORM

Human Resources (661) 654-2266

Recruitment #____________________

�7�R�G�D�\�·�V���'�D�W�H�������B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B

Department Name:_ __________________________________

�&�O�D�V�V�L�À�F�D�W�L�R�Q���7�L�W�O�H��____________________________________

�&�6�8���&�O�D�V�V�����-�R�E���&�R�G�H��������_______________________________

 __________________________________

���2�U�J�D�Q�L�]�D�W�L�R�Q�D�O���&�K�D�U�W���D�Q�G���3�R�V�L�W�L�R�Q���'�H�V�F�U�L�S�W�L�R�Q���5�H�T�X�L�U�H�G��

� † Permanent	 �†���7�H�P�S�R�U�D�U�\				    �(�Q�G�L�Q�J���'�D�W�H�����B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B	

�3�U�R�S�R�V�H�G���6�W�D�U�W���(�I�I�H�F�W�L�Y�H���'�D�W�H�����B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B���1�R�����R�I���2�S�H�Q�L�Q�J�V���I�R�U���W�K�L�V���3�R�V�L�W�L�R�Q���B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B
�
�,�I���W�K�H���W�H�P�S�R�U�D�U�\���D�S�S�R�L�Q�W�P�H�Q�W���L�V���I�R�U���D�W���O�H�D�V�W���V�L�[���P�R�Q�W�K�V���D�Q�G���R�Q�H���G�D�\���D�Q�G���D�W���D���W�L�P�H���E�D�V�H���R�I���D�W���O�H�D�V�W�����������W�K�H���H�P�S�O�R�\�H�H���L�V���H�O�L�J�L�E�O�H���I�R�U���E�H�Q�H�À�W�V��

�† �(�P�H�U�J�H�Q�F�\���+�L�U�H���������1�D�P�H�����B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B

�1�D�P�H���R�I���(�P�S�O�R�\�H�H���9�D�F�D�W�L�Q�J���3�R�V�L�W�L�R�Q�����L�I���D�S�S�O�L�F�D�E�O�H�����B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B���������3�R�V�L�W�L�R�Q������____________

		 �/�D�V�W���'�D�\���R�Q���3�D�\�U�R�O�O�����B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B������

TIME BASE: 		 �† �)�X�O�O���7�L�P�H	
�† �3�D�U�W���7�L�P�H�� �1�R�����R�I���+�R�X�U�V���3�H�U���:�H�H�N���B�B�B�B�B�B�B�B	

�†
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�3�U�L�Q�W���1�D�P�H	 �6�L�J�Q�D�W�X�U�H	 �'�D�W�H

�&�K�D�L�U���'�H�S�W�����0�J�U����	 ____________________________________ ___________________________ ____________

�'�H�D�Q���'�L�U�H�F�W�R�U���$�9�3	 ____________________________________ ___________________________ ____________
���6�L�J�Q�D�W�X�U�H���L�Q�G�L�F�D�W�H�V���D�S�S�U�R�Y�D�O���R�I���D�S�S�R�L�Q�W�P�H�Q�W���D�Q�G���X�V�H���R�I���F�K�D�U�W�À�H�O�G���I�R�U���D�G�Y�H�U�W�L�V�L�Q�J���D�Q�G���E�D�F�N�J�U�R�X�Q�G���U�H�O�D�W�H�G���F�K�D�U�J�H�V�� 

�*�5�D�6�3	 ____________________________________ ___________________________ ____________
���U�H�T�·�G���I�R�U���D�O�O���J�U�D�Q�W���I�X�Q�G�H�G���S�R�V�L�W�L�R�Q�V��

�$�S�S�U�R�S�U�L�D�W�H���%�X�G�J�H�W���/�L�D�L�V�R�Q��_ _________________________________ ___________________________ ____________

�† �)�X�Q�G�L�Q�J���9�H�U�L�À�H�G

�9�L�F�H���3�U�H�V�L�G�H�Q�W	 ____________________________________ ___________________________ ____________

�9�L�F�H���3�U�H�V�L�G�H�Q�W�����%�$�6���R�U
�3�U�H�V�L�G�H�Q�W	 ____________________________________ ___________________________ ____________
���,�I���Q�H�Z���S�R�V�L�W�L�R�Q��

PART III: APPROVALS - �3�O�H�D�V�H���U�R�X�W�H���I�R�U�P���L�Q���W�K�H���R�U�G�H�U���L�G�H�Q�W�L�À�H�G��

�'�(�3�$�5�7�0�(�1�7���7�2���&�2�0�3�/�(�7�(��

�5�H�T�X�L�U�H�G���I�R�U���5�H�F�U�X�L�W�P�H�Q�W�V���R�Q�O�\

�† �����Z�H�H�N���F�O�R�V�L�Q�J	 �†  �����Z�H�H�N���F�O�R�V�L�Q�J��	 ��
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�$�S�S�U�R�S�U�L�D�W�H���&�K�D�Q�J�H�V���&�R�P�S�O�H�W�H�G

�8�Q�L�Y�H�U�V�L�W�\���%�X�G�J�H�W���2�I�À�F�H��  _________________________________ 	 __________________________ 	 ____________
�3�U�L�Q�W���1�D�P�H		  �6�L�J�Q�D�W�X�U�H		  ���'�D�W�H

�&�R�P�P�H�Q�W�V��

__________________________________________________________________________________________________

For HR Use Only

�8�Q�L�R�Q���&�R�G�H�����B�B�B�B�B�B�B�B�B�B�B

�*�U�D�G�H�����B�B�B�B�B�B�B�B�B�B�B�B�B�B�B

FLSA Status:

�&�6�8���'�H�W�H�U�P�L�Q�D�W�L�R�Q

� †�(�[�H�P�S�W���������†  �1�R�Q���H�[�H�P�S�W

�&�6�8�%���+�5���'�H�W�H�U�P�L�Q�D�W�L�R�Q

�† �(�[�H�P�S�W���������†  �1�R�Q���H�[�H�P�S�W

�&�0�6���3�R�V�L�W�L�R�Q������____________________

�0�3�3���-�R�E���&�R�G�H����_ __________________

�† �/�L�Y�H�V�F�D�Q

�† �%�D�F�N�J�U�R�X�Q�G���&�K�H�F�N

�† �3�U�H���(�P�S�O�R�\�P�H�Q�W���3�K�\�V�L�F�D�O

�† �&�U�H�G�L�W���&�K�H�F�N

�† �0�R�W�R�U���9�H�K�L�F�O�H���5�H�S�R�U�W

�† �2�W�K�H�U

�5�H�W�X�U�Q���W�R���+�5���I�R�U���)�L�Q�D�O���$�F�W�L�R�Q�������������$�'�0

��������
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CONSIDERATIONS FOR SENSITIVE POSITIONS 

Key Duties & 

Responsibilities 

Examples of 

Occupation/Position 

Examples of Position 

Functions or Task 

In addition to 

the minimally 

required 

background 

check: 
substances �xOther faculty or staff with access to

hazardous chemicals or controlled

substances

�xAccess to potentially

hazardous substances

Access to and 

responsibility for 

detailed personally 

identifiable 

information about 

students, faculty, 

staff or alumni that 

is protected, 

personal or 

sensitive 

�xAuditors

�xHR and Payroll

Managers and

staff

�xInformation

Technology (IT)

Personnel

�xInformation

Systems Personnel

�xProgrammers

�xHealthcare Staff

�xCoordinators

�xStudent Affairs

Officers

�xCounselors

�xRegistrars

�xEmployees with

access to Level 1

information (Level

1 data) through

campus data

canters/systems

�xAccess to employee

records

�xAccess to student records

�xAccess to personal or

other restricted, sensitive or

confidential data (e.g.,

Level 1 data)

�xAccess to protected health

information

�xAccess to restricted data

�xSystems maintenance

Control over 

campus business 

processes, either 

through functional 

roles or system 

security access 

�xIT Management

�xHR Management

�xInformation Officers

�xInformation Security

�xBusiness and Finance Management

�xControl over/ability to

modify employee, student,

financial databases

Responsibilities that 

require the 

employee to 

possess a license, 

degree, credential 

or other 

certification in 

order to meet 

minimum job 

qualifications 

and/or to qualify for 

continued 

employment in a 

particular 

occupation or 

position 

�xAthletic Trainers

�xAttorneys

�xCounselors

�xDiving/Water Safety

�xEngineers

�xHealthcare Professionals

�xHeavy Equipment Operators

�xPest Control

�xPolice Officers

�xCounsels employees or

students

�xDesigns or build facilities

and offices

�xProvides legal advice

�xRenders medical services

�xRenders safety services

Professional 

licensing, 

certification 

and/or credential 

verification 

Responsibility for 

operating 

commercial 

vehicles, machinery 

or equipment that 

could pose 

environmental 

hazards or cause 

injury, illness, or 

death 

�xAutomotive Technicians

�xEquipment Operators

�xEnvironmental Health and Safety

Officers

�xGroundskeepers

�xPolice Officers

�xTransit Drivers

�xOperation of University or

commercial vehicles

�xOperation of heavy

equipment or machinery

�xResponders to

emergencies involving

potentially hazardous

substances

Motor Vehicle 

Records/Licensing 

Check 
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