NEW HIRE CHECKLIST
What forms to include in new hire packet:
Professional Educators – 
›
M-Teacher (memo)
›
W-Teacher (letter)
›
Employment Contract (you have to figure salary)
›
New Hire Forms (gray packet)
›
Do they have a current WI teaching license? If not, send application.
›
BEA Agreement
›
School Calendar (BEA)
›
Salary Schedule
›
Board Policy - Staff Conduct
›
Hepatitis B form if applicable
›
Mentor/Mentee Brochure
›
Mandatory Video Memo (if after Convocation)

Support Staff –
›
M-Support (memo - appropriate classification i.e. para, secy, service, etc.)
›
W-Support (letter - appropriate classification i.e. para, secy, service)
›
New Hire Forms (packet….w/o work experience form)
›
If a para-educator prepare an employment contract (you have to figure salary)
›
If a para-educator have they applied for the Sp.Ed. para license?
›
Agreement (appropriate classification)
›
School Calendar (appropriate classification)
›
Board Policy - Staff Conduct
›
Hepatitis B form if applicable
›
Mandatory Video Memo (if after Convocation)
