
Form 1-51

COMMUNITY ACTION TEAM, INC.

ORIENTATION CHECKLIST FOR NEW EMPLOYEES
INFORMATION FOR EMPLOYEE

· Payroll information – pay date, advances, garnishments

____________________

· Direct Deposit information                                                          

____________________

· Benefit Information – Health, Dental, Life, and Short Term

Disability, 401k, Opt Out, and Personal Leave





· Requisition/Purchase Order training                                          

____________________

INFORMATION FROM EMPLOYEE

· Employee Action Notice (1-52)










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








· Recommendation for Employment (1-55)











· Interview Questions











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







· Child Guidance (2-27)












· Criminal History Registry Letter











· Medical Form (1-26)












· Health Policy (1-1)












· Child Health, Safety and Supervision Procedure (1-98)








· Confidentiality of Computer & Network Resources (1-83)








· Job Description













· Completed I-9












· Completed W-4 












· Personnel Information Sheet (1-25)










· Vehicle Insurance Coverage Verification









· Acknowledgement Form C.A.T. Personnel Policies Hand book was reviewed




· Signed Statement of Confidentiality (CATs & Head Start’s 1-20)






· Signed CAT Retirement & Savings Plan Acknowledgement






· Summary of Insurance Benefits: Medical, Dental, Life







· Safety Training Module 1 & 2  Quiz’s, Training Record         







Employee________________________________________________

Reviewed by _____________________________________________

Date________________

Department_____________________
Supervisor 







Updated: 10/15

