Form 14

NORTHWEST REGIONAL EDUCATION SERVICE DISTRICT

EMPLOYMENT CHECK LIST 

    SERVICE CENTERS 

	Employee Name:       
	Position:       




       (Please Print)

To Be Filled Out by Hiring Administrator (Service Center Administrator)

The employee MAY NOT work until fingerprints, drug screen and I-9 are completed.

The following items MUST be returned to HR Office when hiring an employee.

	Admin
	HR
	
	Date Received by HR

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Employee Worksheet, Form 15
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Completed Work Calendar
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	All applications
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Confidential Reference Checks – Form 13
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	All interview materials
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Team Data Summary Sheet(s) – Form 12
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	List of interviewees needing HR letter of notice
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Licensed Employees:
	Type:       


	Hiring Administrator: 
	     
	Date:       
	Phone:       


SERVICE CENTERS MUST SEND or COMPLETE PRIOR TO EMPLOYEE REPORTING FOR WORK:

	 FORMCHECKBOX 
 I-9
	 FORMCHECKBOX 
  W-4
	 FORMCHECKBOX 
 Fingerprint
	 FORMCHECKBOX 
 Drug Screen
	 FORMCHECKBOX 
  Copy of License



SERVICE CENTER COMPLETING THE HIRING PROCESS MUST ALSO SEND:

	 FORMCHECKBOX 

	Personal Choice (Section 125)
	
	 FORMCHECKBOX 

	Paycheck Selection Form

	 FORMCHECKBOX 

	Direct Deposit
	
	 FORMCHECKBOX 

	Medical Insurance       FORMCHECKBOX 
 Declined

	 FORMCHECKBOX 

	PERS Info
	
	 FORMCHECKBOX 

	Bloodborne Pathogens Training

	 FORMCHECKBOX 

	Union Sign-Up
	
	 FORMCHECKBOX 

	Freedom from Harassment Training

	 FORMCHECKBOX 

	Life Insurance/Disability Card
	
	 FORMCHECKBOX 

	Urgent Information Form


Service Center provides to new employee:            FORMCHECKBOX 
  Copy of Collective Bargaining Agreement

                                       FORMCHECKBOX 
  TSA Information
                                                                                 FORMCHECKBOX 
  Location of Handbook on Website

                                                                     FORMCHECKBOX 
  Verification of Sick Leave

Human Resources (Department Use Only)

	 FORMCHECKBOX 
  Employment Offer Letter Sent
	 FORMCHECKBOX 
  Enter Info to Board HR Report

	 FORMCHECKBOX 
  ID Badge
	 FORMCHECKBOX 
  Drug Screen Negative



Updated 7/1/2006

