#am. OFFICE OF THE EXECUTIVE SECRETARY

SUPREME COURT OF VIRGINIA

DEPARTMENT OF HUMAN RESOURCES

NEW HIRE PACKET FOR NEW SALARIED EMPLOYEE

Full-Time Employees and Part-Time Employees (20 hours per week or more)

Benefits Eligibility Chart
PRINT AND COMPLETE THESE FORMS

CH EC KLISTS NOTE: All documents require a physical signature. Digital or typed
signatures are not accepted.

u Employment Eligibility and Verification Form (I-9)
u Employee Personal Data Sheet
u W-4 Federal Tax Form

Payroll and Tax

REVIEW
HANDBOOKS & INFORMATION

SCV Pay and Holiday Calendar

Forms
- B VA-4 State Tax Form
u Direct Deposit Authorization Form
Your Hedalth Plan Options
Getting to Know Your Benefits
Health Benefits "  Health Benefits Enrollment/Waiver Form Health Insurance Monthly Premiums

Benefits at a Glance

Flexible Spending Accounts

Summary of Benefits

Employee/Retiree Privacy Notice
ACA Notice

Designation of ®  Designate beneficiaries online on or after your
' ' first day of employment: VRS
Beneficiaries

VA Retirement System Plan Comparison Guide
VRS Plan 1 Member
VRS Plan 2 Member
VRS Hybrid Member

®  Enroll online in Optional Life Insurance on or after your

Optional Group Life Insurance

Optional Life . ) .
first day of employment, if applicable: WVRS
Insurance Optional Life Premium Calculation Worksheet
B Child Support Disclosure Form
Other B Reimbursement Agreement Disability Income Plan VSDP Handbook
Required " Acknowledgement of Receipt DCP-VRS Commonwealth of VA 457 Deferred Comp Plan
Forms B Prior Service Form, if applicable

HR



https://www.vacourts.gov/courtadmin/aoc/hr/newemp/resources/benefits_eligibility_chart.pdf
https://www.vacourts.gov/courtadmin/aoc/hr/newemp/checklists/payroll_tax.pdf
https://www.vacourts.gov/courtadmin/aoc/hr/newemp/checklists/payroll_tax.pdf
https://www.uscis.gov/sites/default/files/document/forms/i-9.pdf
https://www.vacourts.gov/static/courtadmin/aoc/hr/newemp/resources/eds.pdf
https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.tax.virginia.gov/sites/default/files/taxforms/withholding/any/va-4-any.pdf
https://www.vacourts.gov/courtadmin/aoc/hr/newemp/forms/direct_deposit_authorization.pdf
https://www.vacourts.gov/courtadmin/aoc/hr/resources/2026_calendar.pdf
https://www.vacourts.gov/courtadmin/aoc/hr/newemp/checklists/health_insurance.pdf
https://www.dhrm.virginia.gov/docs/default-source/benefitsdocuments/health-benefits/open-enrollment-2025/2025-stateactiveenrollmentform.pdf
https://www.dhrm.virginia.gov/employeebenefits/health-benefits/active-employees
https://www.dhrm.virginia.gov/docs/default-source/benefitsdocuments/health-benefits/getting-to-know-your-benefits.pdf?sfvrsn=de477425_0
https://www.dhrm.virginia.gov/docs/default-source/benefitsdocuments/health-benefits/open-enrollment-2025/premium-rates-2025.pdf
https://www.dhrm.virginia.gov/docs/default-source/benefitsdocuments/health-benefits/open-enrollment-2025/benefits-at-a-glance-2025.pdf?sfvrsn=9c86c17d_0
https://www.dhrm.virginia.gov/docs/default-source/benefitsdocuments/health-benefits/open-enrollment-2025/2025-inspira-cova-flexible-spending-accounts-sourcebook.pdf?sfvrsn=4e9cf85c_2
https://www.dhrm.virginia.gov/employeebenefits/health-benefits/summary-of-benefits
http://www.dhrm.virginia.gov/docs/default-source/benefitsdocuments/ohb/stateprivacynotice.pdf?sfvrsn=2
https://www.dol.gov/sites/dolgov/files/ebsa/laws-and-regulations/laws/affordable-care-act/for-employers-and-advisers/model-notice-for-employers-who-offer-a-health-plan-to-some-or-all-employees.pdf
https://www.vacourts.gov/courtadmin/aoc/hr/newemp/checklists/beneficiaries.pdf
https://www.vacourts.gov/courtadmin/aoc/hr/newemp/checklists/beneficiaries.pdf
http://www.varetire.org/pdf/publications/vrs-plans-comparison.pdf
http://www.varetire.org/Pdf/Publications/handbook-plan-1.pdf
http://www.varetire.org/Pdf/Publications/handbook-plan-2.pdf
http://www.varetire.org/pdf/publications/hybrid-handbook.pdf
https://www.vacourts.gov/courtadmin/aoc/hr/newemp/checklists/opt_life_ins.pdf
https://www.vacourts.gov/courtadmin/aoc/hr/newemp/checklists/opt_life_ins.pdf
https://www.varetire.org/benefits-and-programs/benefits/life-insurance/optional-group-life-insurance/
https://web1.lifebenefits.com/content/dam/form/grp/optional-life-calculator-worksheet-new-009643.xls
https://www.vacourts.gov/courtadmin/aoc/hr/newemp/checklists/other_required_forms.pdf
https://www.vacourts.gov/courtadmin/aoc/hr/newemp/checklists/other_required_forms.pdf
https://www.vacourts.gov/courtadmin/aoc/hr/newemp/checklists/other_required_forms.pdf
https://www.vacourts.gov/courtadmin/aoc/hr/newemp/forms/child_support_disclosure_form_2000_07.pdf
https://www.vacourts.gov/courtadmin/aoc/hr/newemp/forms/vsdp_std_repay_agreement.pdf
https://www.vacourts.gov/courtadmin/aoc/hr/newemp/resources/acknowledgement_of_receipt.pdf
https://www.vacourts.gov/courtadmin/aoc/hr/newemp/forms/qualifying_prior_service_for_annual_leave_calc_form.pdf
http://www.varetire.org/Pdf/Publications/vsdp-handbook.pdf
https://www.varetirement.org/dcp/plan-info/overview.html
https://myvrs.varetire.org/login/
https://myvrs.varetire.org/login/

