NEW HIRE TASK LIST FOR MANAGERS
· Complete the Criminal History Record Check, Send monthly report noting all employees who a check was completed on to HR at 248-641-0407.
· Have the Employee Fingerprinted and mail card for Criminal Record Check, send HR the Fingerprint sign in sheet(New Mexico Only)
· Ensure the employee has been written in on the Application Log

· Ensure the Voluntary Self Identification Form has been separated from the Application and filed in a separate Binder. 

· Mail the original Direct Deposit form and voided check to Heidi-Safeguard

· Ensure Employee is sent to Concentra or Authorized Center for post-offer physical and TB, Drug Screening, where applicable.
· Complete I-9 form, view the original documents and record on the I-9 in the employer section.  File the I-9 in the I-9 Binder and complete re-verification as required. 
· Fax a copy of the Payroll Change Notice to HR at 248-641-0407
· Fax a copy of the PIF form to HR at 248-641-0407

· Fax a copy of the Tax forms to HR at 248-641-0407

· Complete a Rights Check using the appropriate format dictated by the funding source

· Provide a Timesheet to the Employee
· Provide the employee with a copy of the Job Description, Code of Ethics, Corporate Compliance Plan and the current Personnel Policy Manual.

· Provide a Mileage Report to the Employee (if applicable)

· Review the insurance packet with the Employee and inform he/she of their eligibility date

· Schedule Program Orientation, Review Health and Safety Policy
· Schedule Meeting with Safeguard (Management/Office Staff)

· Schedule Meeting with Human Resources (Management/Office Staff)

· Ensure all THREE References are completed prior to filing the personnel file
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