
Instructions: Upon completion of this checklist, place in the employee’s personnel file.  


Employee Name:  											

Date of Hire: 						 Start Date: 					
											
Pre-Employment


|_|  Must be 18 years of age for Direct Care Staff 
	
[bookmark: Check3]|_|  Drug Test

|_|  Background Check – Shadow Trackers

|_|  Pre-start date Phone Call


Post Job Offer

[bookmark: Check4]|_|  Offer Letter

|_|  I-9 Documents 

|_|  Assistance with Medication Certification 

|_|  CNA Certification (if applicable)

|_|  CPR/First Aid

[bookmark: Check8]|_|  Executive Director Job Description  

[bookmark: Check9]|_|  Employee Handbook/ Executive Director Handbook
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 Reviewed with Employee
	 Obtained Employee Signature
	 Supervisor Signature 
 Copy Given
	 Signed Copy in Personnel File


[bookmark: Check10]|_|  Schedule Online Background Check, (if current one isn’t available).  Fingerprinting and ISP, a must for every employee!

[bookmark: Check11]|_|  Order Name Badge – Email Lisa 

|_|  New Hire Paperwork to Accounting within 48 Hours

|_|  Order Business Cards- Email Lisa

|_|  Strengths Finder (e-mail strengths to Lisa)


|_|  Welcome e-mail and/or Social Media Introduction

|_|  Mail letter to families introducing new Executive Director

|_|  Mail Welcome card from CEO 

|_|  Pre-start date phone call questions/arrangements

|_|  Company laptop, phone, e-mail, voicemail, fax

|_|  Display license on building

        |_|  Notify Flares

|_|  Order Credit Card (Full name, DOB, Phone number)

|_|  Bluestep Access

|_|  E-Binder

|_|  Access to Vendors; Waxie, Medline, Criminal History Unit, Shamrock, Shadow Tracker, isolve Hire, isolve time

|_|  Create Profile/Login IHCA & notify

|_|  Update Vendor Contacts
· State Fire
· Definitive Drug

|_|  Request to be added to the following: 
· Executive Director email- Carlos
· Out of Office Calendar- Jamie
· Marketing call- Becky J 





image1.jpeg
\'/

the &F
Cottages

Assisted Living at its Best




image2.png




image3.png




