 SCC Employee Hiring & Filing Checklist

Name: _______________________________ Hire Date: _________________ Position Entering: _______________________________
Admissions (Supervisor Responsible for completion. Send checklist to administration after Admission is completed.)
	Date Initial Form Completed
	Confirmation Received & in File
	Item
	Comments

	
	
	Application & Resume (optional)
	

	
	
	Signed Job Description
	

	
	
	Offer Letter
	

	
	
	Drivers Insurability
	

	
	
	Health Benefits Enrollment
	Date to be enrolled: _________ (90days)

	
	
	Vision Enrollment (Companion)
	

	
	
	Dental Enrollment (VSP)
	

	
	
	Disability/Life Enrollment
	

	
	
	Retirement
	Date to be enrolled: _______ (1yr)

	
	
	W4
	

	
	
	A4 (Arizona Only)
	

	
	
	I-9 w/ IDs
	Date Ran: _____________ (every 3 yrs)

	
	
	Background Checks
	Date Ran: _____________ (every 3 yrs)

	
	
	Private/ FBI /State Repository
	

	
	
	Direct Deposit (encouraged!)
	Attach voided check?  Yes    No

	
	
	Email & Internet Acknowledgement
	

	
	
	Policy Manual Acknowledgement
	

	
	
	Conflict of Interest Statement
	Date Ran: ______ (every 1 yr)


Inventory Check Out (For regional and central administration use)
	Item
	Identification/#
	Date Out
	Employee Initials @ checkout
	Notes:
	Date In
	Admin Initials upon return

	Office Keys
	
	
	
	
	
	

	Keys: _______________
	
	
	
	
	
	

	Keys: _______________
	
	
	
	
	
	

	WalMart CC &Tax Exempt Card
	
	
	
	
	
	

	Fleet Gas Card
	
	
	
	
	
	

	Card: _________________
	
	
	
	
	
	

	Card: _________________
	
	
	
	
	
	


Administrative (Send copy of this form to Central Administration- responsible for completion of tasks below)
	Staff Completing
	New Hire Administrative Task
	Date Completed
	Notes:

	
	Passwords Identified
	
	

	
	Office Phone SetUp
	
	

	
	Cell Phone SetUp
	
	

	
	Computer/Email Set Up
	
	

	
	Main Phone Auto Message Changed
	
	

	
	Website Profile Updated w/ photo
	
	

	
	Birthday Roster Updated
	
	

	
	Common’s Parking Pass- Durango only
	
	

	
	
	
	


SCAN ALL DOCUMENTS TO EMPLOYEES ELECTRONIC FILE ON SERVER. THIS DOCUMENT SHOULD REMAIN IN ADMINISTRATIVE OFFICE.
Updated October 2011

