Employment Checklist for Personnel File		Today’s date __________
Employee name _______________________________	     Position ______________
Employment date starts      ________________
· Application form signed
· Medical emergency form 
· Central Background check # _______________
· References checked  #1 ___  #2 ___ #3 ___
· W-4
· I-9 Employment Eligibility Form
· Drivers record check ________
· Payroll information:	Starting salary __________________		
· Days/hours worked  each week _________________
· Lunch/breaks
· Payroll info 
· Benefits sheet
· Medical benefits begin next full month after 3 month _____
· Sick leave begins on  _____
· Employee acknowledgment signed
· Orientation completed Date____________ 
· Staff Handbook received
· Job description received
· Yearly Employee appraisal/professional development plan  information    ___ 3 month review     

The following is a condition of employment.
· First aide and CPR card (5 hours)
· Food handler’s permit (1 hour)
· Recognizing and Reporting Child Abuse and Neglect (2 hours)
· Oregon Registry step ______		

As part of your first year’s training hours you will need to take:
· A class in Understanding and Guiding Behavior_________________________________
· A class in Human Growth and Development      _________________________________
· At least 2 modules of Child Care Health and Safety (Standardized training modules) 

Employee sign_________________________________________   date __________
Director sign __________________________________________  date  __________
CM rev  3/11

