	Employee Record Checklist

	
	
	
	
	
	
	
	
	

	Employee Name: 
	Fred Flintstone
	
	
	
	
	

	Hire Date: 
	4/1/08
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Required Items  
	Date Verified, Completed or Signed  
	Update Required (When)
	Date Completed or Verified  
	Date Completed or Verified 
	Date Completed or Verified  
	Date Completed or Verified  
	Date Completed or Verified  

	Employment Application 
	3/27/08
	NO
	
	
	
	
	

	Verification of Age 
	4/1/08
	NO
	
	
	
	
	

	Current Credentials/License
	4/1/08
	3/31/11
	
	
	
	
	

	Employee Confidentiality 
	4/2/08
	NO
	
	
	
	
	

	Policies and Procedures Manual
	4/2/08
	When updated
	
	
	
	
	

	Computer Security Agreement
	4/2/08
	NO
	
	
	
	
	

	Position Description
	4/1/08
	When updated
	
	10/12/10
	
	
	

	Employee Orientation Completed 
	4/3/08
	NO
	
	
	
	
	

	Child Abuse Registry Check
	3/28/08
	NO
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	Criminal Background Check
	3/28/08
	NO
	
	
	
	
	

	CPR & First Aid
	NA
	
	
	
	
	
	

	TB Skin Test or Chest       X-Ray
	4/5/08
	4/5/09
	4/3/09
	4/4/10
	
	
	

	Driver’s License if applicable
	NA
	
	
	
	
	
	

	Driving Record Check 
	NA
	
	
	
	
	
	

	Employee Evaluation
	
	4/1/09
	3/29/09
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



