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New Hire Checklist


Employee Name: _____________________________________________ Date of Hire:  _____________

Position: ____________________ Location: ______________________________ Employee#: _______

Emergency Contact: ___________________________________________ Phone: _________________


Pre hire Items

· Minor Work Permit
· Background Check
· MVR Consent Form
· Clean MVR
· Insurance Company Approval
Minor Forms

· Work Permit
· Wage Agreement
· Parental Consent
· Add name to minor roster
Basic Policies & Safety

· Handbook Given
· Handbook Sign Off
· Completed Handbook Training
· Safety Manual Given
· Safety Handbook Sign Off
· MSDS Overview
· Completed Safety Training
· Food Safety Certification
· Alcohol Training Certification
Job Specific Training

· Server Training
· Host Training
· Driver Training
· Kitchen Training
Uniforms

· Dress Code Overview
· Anti slip shoes
· Shirts
· Hat
· Server Apron
· Driver Coat


Orientation & Key Policies

· Company Overview
· Store Tour
· Parking Policy
· Smoking Policy
· Attendance Policy
· Accident & Injury Reporting
· Food Policy
· Sexual Harassment Policy
· Schedule & Request Sheet Location
· Breaks
· Cell Phone Policy
· Evacuation Procedures
· Enter Employee into POS
· Assign Password / Code
Payroll/Tax/Government Forms

· Employee Application
· At-Will Acknowledgement
· I9 Form
· Supply ID For I9
· W4
· State Tax Form
· New Hire Reported to State
· Direct Deposit Form
· Ill Employee Exclusion Form
Tips

· Tip Credit notification
· Bartender Tip Out Agreement
· IRS  “Tips  on  Tips”  booklet  g
· IRS Publication 1244
· Tip Education Form
Delivery Drivers

· Driver Proof of Insurance
· Driver  Driver’s  License
· Vehicle Inspection
Manager Signature: _______________________________________ Date: _________________
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