
Bill Silverberg’s Employee Checklist


Name








  Date Hired





First Meeting:
Employment Forms package given to prospective employee who will initially complete the Application Form.

Application Submitted:


References Checked:



Second Meeting & Orientation:
Prospective employee returns with other forms completed:

Employee keeps one copy of employment agreement(s) and the position description.

W-4 (See instructions)






Criminal Record







I-9 Immigration Form






(Include copies of Social Security

 card and Drivers License)

Personal Assistant Agreement





Position Description Discussed





For Live-in Housemates Only:

Housemate Agreement: 







IHSS Application 







Third Meeting – Before Working:
Submit: Fingerprints:


DMV Results




  TB Test Results:


Drug Test Results:











(if required)

Starting Date:

    Pay Rate: 


 Terminated: 





Signature:







 Date:
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