
Name:


Hire Date:


Job Title: 

FULL-TIME HIRING CHECKLIST
North Point Ministries

· Hiring Statement

   



         


· Employment Application 





· Job Classification Worksheet (if full-time)

· Job Description

· Confirm Building Access Request
· Confirm Computer Needs Request



· Background Screening 

· Notification 1 (HR Director, HR Assistant, IT Assistant, Office Manager, Accounting Director, Executive Directors, Executive Director’s Assistants)
· Notification 2 (Roll Call Director, Office Assistants, Calendar Assistants, Campus Pastor’s Assistants, Facilities Directors, Receptionists, Web Administrator)
· Add employee to campus specific Roll Call HR group
· Email welcome email to schedule benefits and orientation meeting. Meeting date and time: __________________________.

· W4






· G4







· I-9
· Direct Deposit
· BCBS Medical
· Guardian Dental, Life, AD&D
· Reliance Standard Supplemental Life

· Reliance Standard LTD

· Medcom FSA
· Add employee to Fidelity 403b eligibility tracking

· Ordained?  If yes, provide Housing Allowance Designation form, make copy of Ordination Certificate for file, and update tracking

· Acceptance of Terms for NPM Personnel Manual

· Update org charts
· Update Directory Manager
· Update JCW tracking

· Update evaluations tracking

· Update open positions tracking

· Add employee to HRB

· Email employee iPay and HRB instructions

· Email employee ezLabor instructions (if hourly)
· Email employee Certificates of Coverage








