NEW HIRE INSTRUCTIONS – CENTRAL OFFICE DOCUMENTS
Application – Given to prospective employees when an opening for employment exists.  

· The application includes a letter answering frequently asked questions and one detailing reference checks, criminal violations which preclude employment with Region V Services, and a list of documents that new employees must provide.  

· An invitation to “Self Identify” is also included which provides information for affirmative action compliance.  The self-identification form is retained by the secretary at the time the application is submitted for consideration by the hiring supervisor. (An applicant is not required to complete the self-identification form.)  To avoid potential discrimination, the hiring supervisor does not review the self-identify form until after a candidate is hired.

Personnel Status Change (PSC) - Completed and sent to the central office.

Social Security Card - Send photo copy to Central Office

Driver License - Send photo copy to Central Office

Proof of Auto Insurance - Send a photo copy to Central Office.

W-4 - Completed and sent to the Central Office to process payroll.

Receipt of Personnel Policy Manual – Employees may receive a copy of the Personnel Policy Manual or be directed to the Region V website for the electronic version of the manual.

I-9 - Completed and sent to the Central Office.  An I-9 must be processed by the Central Office Secretary within three days of the date of hire.  Fax the form to the Central Office Secretary immediately after the new hire paper work is completed. WWW.uscis.gov/files/form/i-9.pdf The confirmation of eligibility to work may be filed in the personnel file at the Central Office, a copy may be returned to the hiring agency or the confirmation may be written on the top of the I-9.

Direct Deposit - Completed and sent to the Central Office to process payroll with appropriate attachments.

Auto Insurance and Seatbelt Notification - Signed and sent to the Central Office

Insurance Enrollment Forms – "All newly full-time employees must complete all insurance benefit forms (Health, Life, Dental, Vision or Flex Plan) whether enrolling in or declining coverage."  Completed and returned to the Central Office to begin coverage and to process payroll.  Insurance forms are sent to agency secretaries annually from the RVS Central Office.

Health Insurance Information Form - Authorizes health insurance payments to be withdrawn before income is taxed.  Completed and returned to the Central Office.

NEW HIRE FORMS - AGENCY OFFICE DOCUMENTS

Payroll Cutoff Dates – Signed copy kept in the agency personnel file, a copy is retained by the employee.

Emergency Contact Form – Completed and signed by the employee and retained in the personnel file

Policy related to infectious disease guidelines - Signed by employee and retained in the personnel file.

Hep B Acceptance/Refusal - Signed by employee and retained in the personnel file. 

To Our Health - Universal Precautions information with a quiz.  The employee will fill out a staff development form and their supervisor will record the training on an Orientation Checklist.

Hepatitis B Vaccine, What you need to know – Information from the Center for Disease Control regarding Hepatitis B and the vaccine.   www.cdc.gov/vaccines/pubs/vis/downloads/vis-hep-b.pdf

Central Registry Check (APS/CPS)  www.dhhs.ne.gov/children_family_services/Pages/nea_cr.aspx Click on background check – agency request

Fax the Central Registry request to Health and Human Services, Division of Children and Family Services at 402-742-8330.  Track the date each request was faxed AND the date the response was received.  This form must be readily available for certification reviews.

Motor Vehicle Records Check- www.dmv.ne.gov  1. Click on “forms” (upper left of page), 2. Click on “driving record application”.

Complete the application with the notary section stamped and signed.  Send to the Department of Motor Vehicles.  Track the date each request was sent AND the date the response was received.  This form must be readily available for certification reviews.

Criminal History Check –   https://statepatrol.nebraska.gov  1. Under quick links, click on Forms You May Need, 2. Under Forms, click on Criminal History Request.  

Complete the Fingerprint Authorization Form.  

Complete the finger print card following the printed instructions.  You MUST fill in YOUR agency mailing address and the reason fingerprinted (State Statute 83-1217).

Secured Data Services - Investigative Consumer Release  

Complete the request online or fax the signed form to Secured Data Services.  Use of this background service permits a new employee to begin working while background checks from HHS-division of Child and Family Services, Department of Motor Vehicles, and the Nebraska State Patrol are completed.

Sex offender checks must be printed dated and filed in individual personnel files.

When an individual’s records indicate past criminal activity, authorization for employment must be completed and a letter signed by the Executive Director placed on file. 

NEW HIRE INFORMATION RETAINED BY EMPLOYEE

Summary of Employee Benefits - A handout for all new employees

Payroll Cutoff Dates – Information for the employee

Insurance Representative Letter - Retained by the employee for their auto insurance agent, as the agent requests

Hep B Vaccine – Center for Disease Control – Information sheet retained by the employee

Credit Union/Region V Foundation Letter – Information for the employee
Tuition Reimbursement, Hiring Bonuses – Information for the employee

Employee Assistance Program (EAP) – Give an EAP brochure to the employee
NEW HIRE PAPERWORK CHECKLIST – CENTRAL OFFICE

Application - Original

Personnel Status Change (PSC) - Signed

Social Security Card – Photo copy 

Driver License - Photo copy 

Proof of Auto Insurance - Photo copy

W-4 – Signed original

Receipt of Personnel Policy Manual – Signed original

I-9 - Faxed immediately on the date of hire.  Must be within three days of the date of hire

Direct Deposit – Signed with attached documents

Auto Insurance and Seatbelt Notification - Signed 

Insurance Enrollment Forms (health, dental, vision, flex benefits, and life insurance) - Signed

Health Insurance Information Form - Signed

NEW HIRE FORMS RETAINED IN AGENCY OFFICE

Receipt of Personnel Policy Manual – Signed copy

Payroll Cutoff Dates – Signed 

Emergency Contact Form – Completed and signed 

Policy related to infectious disease guidelines - Signed 

Hep B Acceptance/Refusal - Signed 

To Our Health - Universal Precautions and quiz, Staff Development Form and Orientation Checklist

Employee Handouts

Summary of Employee Benefits - A handout for all new employees.

Payroll Cutoff Dates- Information, no signature

Hep B Vaccine – Center for Disease Control – information sheet

Insurance Representative Letter - Retained by the employee for their auto insurance agent, as the agent requests

Credit Union/Region V Foundation Letter – Information for the employee
Tuition Reimbursement, Hiring Bonuses – Information for the employee

Employee Assistance Program (EAP) – Give an EAP brochure to the employee

BACKGROUND CHECKS

Central Registry Check (APS/CPS) – Faxed to HHS-Division of Children and Family Services, results filed in employees personnel file 

Motor Vehicle Records Check- Mailed to Department of Motor Vehicles, results filed in employees personnel file

Criminal History Check –   Fingerprints at State Patrol or other authorized agency, results filed in employees personnel file

Secured Data Services-Investigative Consumer Release - results filed in employees personnel file
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