Exempt (Contractual) /Classified Orientation Check-Off

CO=Core (Both) , EX=Exempt (Contractual), CL=Classified. 

Name: ____________________________________
Department:__________________________

Receive/Prepare in advance:
 FORMCHECKBOX 

Approved Personnel Requisition/Change Form 
 FORMCHECKBOX 

Application/Resume/Referral

 FORMCHECKBOX 

Documented Reference Check

 FORMCHECKBOX 

Background Check

 FORMCHECKBOX 

Salary Notification

 FORMCHECKBOX 

Job Description/PDQ
(Non-classified – employee signs 2 copies and original.  The original returned to C Hier file, copy to employee and copy to 
employee’s personnel file.) 
 FORMCHECKBOX 

Computer/e-mail/phone/Banner time/leave access
 FORMCHECKBOX 

Building/Office access
 FORMCHECKBOX 

Personnel Action Form - HR
Ask employee in advance to bring:
· (CO)  I-9 documentation for  eligibility to work in the US
· (CO) social security card 
· (CO) social security #, date of birth and address of beneficiaries & dependents for insurances
· (CO) voided check  (for direct deposit)
Orientation Packet should include:

· (CO) Salary Notification Letter

· (EX/CL) Job Description/PDQ
· (CO) Evaluation Form / Procedures

POLICIES/PROCEDURES
· (CL) State Classified Employee Handbook
· (CL) Overtime and Compensatory Time HR Process
· (CO) BP 3-24 Drug-Free Workplace Packet

· (CO) BP 3-56 Employee Compensation

· (EX) BP 3-60 Employee Benefits
· (CO) Holiday Schedule
· (EX) SP 3-60a Family Medical Leave

· (CO) SP 3-60b Administrative Leave for Volunteer Activities 

· (CO) BP 3-65 Professional Development Memo

· (CO) BP 3-70 CCCS Code of Ethics
· (CO) SP 3-70a Relationships
· (CO) BP 3-71 Whistleblower Protection Policy

· (CO) BP 120 Affirmative Action/Anti-Discrimination

· (CO) SP 3-120a Sexual Harassment

· (CO) SP 3-125a Electronic Communications Procedures
·  (CO) BP 3-125 Electronic Communication Policy
· (CO) SP 3-125c General Computer and Information Systems Procedures
· (CO) SP 3-125d Electronic Communications Management and Retention Procedures
· (CO) SP 3-125e General Higher Education Opportunity Act Procedures
· (CO) SP 19-10 Violence/Firearms on Campus
· (CO) Office Attire Policy


PAYROLL-HIRE PAPERWORK

· (CO) Personnel Action Form
· (CO) Leave System Maintenance Form

· (CO) Demographic Information Form
PAYROLL-HIRE PAPERWORK (continued)
· (CO) I-9 (Employment Eligibility Verification)  and Employment Verification Affirmation Form
· (CO) W-4 (Employee Withholding Allowance Certificate)

· (CO) Employee’s Authorization for EFT (Direct Deposit) 
· (CO) Colorado State Employees Credit Union Packet (cuofco)
· (CO) Appropriate Head Tax Notice (Denver, Aurora, Greenwood Village, Sheridan, Glendale)
· (CO) Employee Business Travel Accident Insurance Memo and form 

· (CO) Workers Comp Memorandum + Health One/Kaiser business card 

· (CO)  Statement Concerning Your Employment in a job not covered by Social Security
· (CO)  Medicare Deduction tax information 
· (CO)  PERA Choice Booklet w/forms 
· (CL) FLSA Compensatory Time Agreement
· (CO)  Outside Employment Request

· (CO) Employee Name Badge, Business Cards, and State ID Badge
· (CO) Phone List

· (CO) Coffee Club Notice

BENEFITS
· CSEAP Brochure
· (CO) Classified/Exempt Insurance materials

· (CO) PERA Group Life and Accidental Death & Dismemberment Insurance (UNUM)
· (CO) Voluntary Accidental Death & Dismemberment Insurance (Mutual of Omaha)
· (EX) Long Term Disability Certificate (UNUM)
· (EX) New Hire COBRA Notification Letter
VOLUNTARY SUPPLEMENTAL RETIREMENT
 FORMCHECKBOX 
 PERA 401k




 FORMCHECKBOX 
 TIAA-CREF 403b

 FORMCHECKBOX 
 Citistreet 403b

 FORMCHECKBOX 
 Valic 403b

 FORMCHECKBOX 
 State Deferred Comp 457

The above information has been discussed with me and I am aware that it is my responsibility to be informed of and abide by the policies and procedures of the State of Colorado, SBCCOE, and the Colorado Community College System Office.

_____________________________________________
    ___________________________

Name






     
    Date

_____________________________________________
    ___________________________
Human Resource Representative 


     
    Date

Missing documents:  ________________________________________________________
__________________________________________________________________________
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