
 FACULTY ACTIVATION FORM

The above named employee has been formally interviewed by a University administrator and meets all prerequisites 

established by the University for hiring faculty.  Please provide the appropriate documents needed to be processed on 

the University payroll to the Payroll Office.  Please instruct the faculty member to report to the HR Office with the 

necessary identification to complete the Form I-9.  Please refer to the I-9 for details regarding which documents must be 

presented.

HR Use Only

Date New Hire Received HR paperwork:  I-9 Form  

W-4 Form 
HR Signature:  

Full-Time               Adjunct  

Employed at SHU in the last 12 months?  NoYes

Employment Information

Last Name: First Name:

Semester: Year:

Department Name: Orgn #:

School: Campus:

Course(s) - Include Section(s):

Employment may be contingent upon satisfactory criminal and other relevant background investigations per the 

the University's background check policy.  The determination of satisfactory is at the sole discretion of the 

University.  If necessary, you will be contacted by our vendor, HireRight, to initiate the background check process.

Revised 7/18/2012 

Personal Information  

SSN: Date of Birth:

Street Address: City:

State: Zip Code:

Home Telephone: Email Address:

DateEmployee (print) Employee (signature)

DateDean or Department Chair (signature)Dean or Department Chair (print)

DateExecutive Authority (signature)Executive Authority (print)


