CHILD & FAMILY DEVELOPMENT PROGRAMS

Community Action Team, Inc.
                
   Form 1-51
Hiring Checklist for New Employees

Staff Name 





Employment Date




	Required Documents
	Completed

	Employee Action Notice (1-52)







	

	Completed Application, Resume, Etc. (1-63)





	

	Recommendation for Employment (1-55)






	

	Reference Checks – one for each reference checked (1-58)




	

	Interview Questions



	

	Central Background Registry Confirmed – Send letter to CFDP Admin when received
	

	Drug Screen




□  Negative

□  Positive
	

	Medical Form 1-26 – Physical to be completed within 60 days 
(TB Test prior to working with children)
	

	TB Screen (attach results)


□  Negative

□  Positive
	

	Job Description signed







	

	Completed I-9 and supporting documents






	

	Completed W-4 








	

	Personnel Information Sheet (1-25)






	

	Vehicle Insurance Coverage Verification






	

	Password Trackers

· Computer Password (1-85)
· Child Plus/My TS/ASQ (1-85a)
	

	
	


Form 1-51 will be the cover sheet for the application packet to be submitted prior to hiring for approval.  All items must be attached in order.
Copies of the followings forms remain at the center for the center personnel file:

· 1-52

· 1-63

· CBR 

· 1-26

· Job Description

· 1-25

· 1-85

· 1-85a

Staff Signature







Date





Supervisor Signature






Date





Department____________________________________________________________________
Reviewed by ___________________________________________
Date____________________
Updated 01/18
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