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EMPLOYMENT PAPERS REQUEST

(To be completed by the Supervisor)

Reference Hiring Staff Procedure
Name: ________________________________This new hire will replace:  _____________________

Program: _________________________________Center:__________________________________
Position: ________________________________Classification: _____________________________
Teacher: ______________________________Supervisor/Manager: __________________________
Start Date: ________Hours per week: __________Weeks per year: __________________________
Supervisor/Manager is responsible for ATTACHING the following before Employment Papers are granted:



· UKG Application









_____
· References checked








_____

· Resume’ if available 
                     






_____

· Current job description








_____

· Credentials (attach official transcripts) Degree Attained:___________________________
_____

Supervisor advises new hire to bring with them: 

· Copy of current Driver’s License/State ID






_____
· Copy of current Auto Insurance




 


_____
· I-9 required documents (SS card or passport or birth certificate)



_____
· Voided check or letter from bank (may upload in UKG)




_____
ICHAT, SOR, DHHS Clearance Approval (except for classroom staff connected through CCBC):
_____


   







                     


(Date)



Supervisor hiring checklist (Child Development only): 
· Pre-Employment Physical _____ and TB test______ (completed before employment paperwork date)
_____
 


                             (Date)

  (Date)
· Child Care Background Check Complete and Eligible Results Received  


_____ 

   
                                 
   (Date Results Received) 
· The applicant is applying for and meets the following requirements:






Early Head Start
   Head Start    Great Start Readiness Program     Licensing and Regulatory Affairs

· Candidate pre-approval from the following:  Teachers Only 

Licensing and Regulatory affairs

· Candidate pre-approval from the following:  GSRP Teachers and Assistants Only
ISD

· The applicant requires a compliance plan for the following:  (attach compliance plan(s))

Employee Compliance Plan Agreement   

HS Compliance Plan 

GSRP Compliance Plan

LARA Requirements

· Schedule CPR and First Aid








_____

· Miregistry Course 1 and 2 (includes BBP) (completed before working with children)
  

_____
· Sudden Infant Death & Shaken Baby Syndrome Training 




_____
(completed before working with infants & toddlers)




· Complete Personnel Hiring form for Policy Council

 



_____
· Update Staffing Chart





 


_____
Papers to be:

· Placed in Supervisor’s mailbox.

          


 


_____

· Mailed to Supervisor.





 


_____

· HR Manager to meet with this new hire.






_____
Reference: Licensing R400.8125, HS 1302.90, GSRP ISD Administration    Distribution: Original HR Manager, Supervisor keeps a copy for file
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