New Hire DOCUMENT CHECKLIST
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Key: (R) = Required (C) = Confidential

Before Employment

All Employees

( Application

( References

( Criminal history check (R, C)

Professional Employees

( Credentials (valid Texas certificate, permit, or license) (R)

( Service record and any required attachments (R)

( Official college transcripts

Educational Aides

( Certification

( Official college transcript or NCLB assessment of skills (R)
Bus Drivers (includes all employees required to have a CDL)
( Proof that applicant is at least 18 years of age (R)

( Proof of valid driver’s license (R)

( Preemployment drug-screening test (R,C)

( Post-offer employment physical (R,C)

( Driver’s license check and proof of safe driving record (R)

( Valid driver training certificate (R)

( Previous employers’ alcohol- and drug-screening test information (R,C)

Police Officers

( Previous employment information from Texas Commission on Law Enforcement (R)
Upon Employment

All Employees

( District-completed Form I-9 (R)

( Statement concerning employment in a job not covered by Social Security (R)

( W-4 Form (R)

( Benefit enrollment forms

( Verification of official Social Security number (C)

( Authorization for Release/Closure of Personal Information (R)
( Notice of reasonable assurance (noncontract employees only)

( Notice of Rights and Responsibilities Under the Family and Medical Leave Act (R)
( Notice of requirements of the Affordable Health Care Act (R)
( New-hire report for submission to the state (R)

( Copy of district drug-free workplace policy

Professional Employees

( Employee-signed receipt for contract and copy of employment policies
( Teaching schedule or other assignment record

( Teacher-signed receipt for a copy of TEC Chapter 37, Subchapter A, regarding student                     discipline and related local board policy

Coaches, Sponsors, and Head Band Directors
( Professional Acknowledgment Form (R)

Police Officers
( Appointment of Licensee (Texas Commission on Law Enforcement (TCOLE) Form L-1) (R)
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