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College of Extended Learning

Greetings New Instructor,

Please find enclosed the required forms that must be completed before the College of Extended Learning can process your new teaching appointment. 

· New Instructor Contact and Program Information
· Employee Information Form
· Employee Action Request (EAR) (STD 686)
This form is also used to report changes of address, name change, or withholding allowances. Form is available online: http://www.sfsu.edu/~hrwww/online_forms/Payroll/Employee_Action_Request.pdf
· Employee Eligibility Verification (IRCA) I-9 form
Instructor must present acceptable and original documents in person to the program office representative or to the CEL Faculty Payroll Coordinator. If working directly with program area, please make copies of original documents and include with forms forwarded to the CEL Faculty Payroll Coordinator. Please note that documentation of the Social Security card is required in all instances.
 Form is available online: http://www.uscis.gov/files/form/i-9.pdf
The below form is also included, but is optional:

· Request for Nondisclosure of Employee Home Address. 

Form is available online: http://www.documents.dgs.ca.gov/osp/pdf/std677.pdf

Please submit all documents to the program office or directly to the CEL Faculty Payroll Coordinator. 

CEL Faculty Payroll Coordinator
SF State Downtown Campus
835 Market Street, 6th Floor

San Francisco, CA 94103-1901
Thank you in advance and we look forward to working with you!
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