
TO ALL SUPERVISORS:
· New employees must meet with Finance on the first day of employment to fill out the required paperwork.

· Only after all information and signatures are obtained can the employee be entered into the payroll system.

· If employees have any questions on the enclosed material, they should meet with their supervisor. 

REQUIRED PART TIME EMPLOYEE INFORMATION (Please check off items as completed)
_____ 1   IT Set Up Form

_____ 2.  Personnel Action Form (Requires Supervisor’s & Executive Director’s signatures)

_____ 3.  W4 form
_____ 4.   I-9 form – Employment Eligibility Verification (Attach copies of two documents)
_____ 5.   Equal Employment Opportunity Form (Supervisor to complete bottom section)
_____ 6.   Job Description (one copy to employee & one copy for personnel file)

_____ 7.   Job Description sign-off sheet

_____ 8.   Direct pay authorization 

_____ 9.   October 22 personnel policies
_____ 10.   Personnel policies sign off acknowledgement sheet 
_____ 11. Emergency contact information list

_____ 12. Confidentiality non-disclosure 

_____ 13. Conflict resolution policy

_____ 14. Authorization to release DMV information

_____ 15. Consent to copy license

_____ 16. Employee declaration of health care coverage (this should be completed with what the employee currently has)
_____ 17. Exempt/non-exempt determination

_____ 18. AHS-employee affirmation 

_____ 19. Background Check
_____ 20. Electronic Payment form 
_____ 21. Photo Release
_____ 22. VT Mandated Training Certificate 
REQUIRED BENEFITS INFORMATION (Please check off items as completed)

_____ 1.  AFLAC
_____ 2.  AFLAC waiver
_____ 3.  COBRA paperwork

_____ 4.  HIPAA notice of privacy practices
_____ 5.  2024 Legal Notices
When you are eligible for benefits you will receive a link (Employee Benefits Marketplace) where you can sign up for medical, dental and life/disability coverage.
MISCELLANEOUS INFORMATION (Please check off items as completed)

_____ 1. Application for employment or resume

_____ 2. Offer of employment letter

_____ 3. Timesheet
____  4. Orientation sheet
____  5. 403b retirement plan info
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