SCC Corpsmember File Checklist


Last Name: ______________________

First Name: ________________________
Year: __________
Season:   Spring
 Summer
 Fall

Crew #(s) ____________
Start Date: ____________
End Date: ___________
 Completed
 Quit
 Terminated
Personnel File
	Enter
	Exit
	Item
	Staff 
	Comments

	
	
	Application/Interview
	
	

	
	
	SCC Contract/Position Description
	
	

	
	
	Personal and Medical Info Form
	
	

	
	
	SCC Pre Survey
	
	

	
	
	Midterm Evaluation
	
	

	
	
	Final Evaluation
	
	

	
	
	Program Evaluation
	
	

	
	
	Quit/Termination Form (if applicable)
	
	

	
	
	Performance Improvement Contract (opt)
	
	

	
	
	Exemplary Performance (opt)
	
	


Payroll File
	Enter
	Exit
	Item
	Staff 
	Comments

	
	
	W-4
	
	

	
	
	I-9
	
	

	
	
	Copy of IDs:

     List A     OR     List B           AND         List C
 Passport          Driver License           SS Card

 Res. Alien      State ID                      Birth Cert

                            Report Card
	
	

	
	
	Direct Deposit Form  (opt)
	
	

	
	
	Fingerprint/CBI   (date sent: _______)
	
	

	
	
	NSOPR
	
	

	
	
	Background Check Forms      Applicant Form

                                             Authorization

                                                      State Forms
	
	AL, AK, DC, GA, KY, NV, NH, NM, OH, VA

	
	
	Drivers Release Form
	
	

	
	
	Timesheets (total weeks: ___)
	
	


AmeriCorps File
Grant: ____________________________
Term:  300    450   900    1700
	Enter
	Exit
	Item
	Staff 
	Comments

	
	
	Enrollment Form (date entered: ________)
	
	

	
	
	Eligibility Form
	
	

	
	
	Copy of ID (1)

 Passport    Birth Cert         Perm. Res       
	
	

	
	
	Social Security Card
	
	

	
	
	AmeriCorps Contract
	
	

	
	
	Orientation Verification
	
	

	
	
	Loan Forbearance Form (opt)
	
	

	
	
	Exit Form (date sent: ________)
	
	

	
	
	Copy of Timesheets (total weeks: _____)
	
	

	
	
	Background Check(s)           CBI Return

                                          NSOPR

                                                  HR Plus
	
	

	
	
	Copy of Evaluations ( in personnel file)
	
	

	
	
	Compelling Circumstances Form (if applicable)
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