Form 1-51
CHILD & FAMILY DEVELOPMENT PROGRAMS

Employee Action Checklist
Please use this checklist and attach it to all employee action notices (1-52). Send this, along with all originals of the supporting documents, to the Rainier Admin office. Keep copies of needed information in your center files.

Keep in mind that ALL employee actions and documentation need to come to the Rainier Admin office. We will then forward to the CAT office. Employee actions that are missing signatures, supporting documentation, sent to the CAT office, or are not the original, will be returned to you for correction and will result in a delay in processing.
NEW HIRE – 
(Staff working in a different program within CAT are classified in this 


section)All staff and substitute positions packets should contain the 


following:
· Application (1-63) including
· Declaration Form

· Recommendation for Employment (1-55)

· Interview Questions

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

· Employee Action (1-52)

· Client Confidentiality Forms (1-20 and CAT’s)

· Child Guidance (2-27)

· Personnel Information Sheets (1-25 and CAT’s)
· Criminal History Registry
The following items will be

· Completed by CAT Fiscal office during orientation

· Included in this packet

· Letter of Vehicle Insurance Coverage with proof
· W-4

· W-5 (if applicable)

· I-9 with copies of ID

· Employee Acknowledgement Form (this might be sent in after the initial employee packet has been sent. It will depend on when employee and CM go through personnel policies & procedures, but no more than within two weeks of hire)
After Employee is hired they will also complete:

· Safety Module Quizzes 1&2

· Medical Form 1-26

· New Employee Orientation Checklist (when CM does orientation instead of CAT Fiscal office)
CHANGE IN SALARY

· Employee Action (1-52)

· Form 1-17

CHANGE IN POSITION
· Employee Action (1-52)

· Letter of Intent from employee

CHANGE IN LOCATION
· Employee Action (1-52)

· Letter of Intent from employee

CHANGE IN EMPLOYMENT STATUS

· Employee Action (1-52)

· Letter of Intent or Resignation
· Recommendation for Employment (1-55)

CHANGE OF NAME AND/OR ADDRESS

· Personal Information Form (1-25)

· W-4 
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