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Position: ______________________________	 Hire Date:  ___________________

This checklist is intended to guide the hiring process to ensure compliance with requirements of Federal & Minnesota law and town policies.  Please complete the checklist as you proceed through the process and provide a completed copy to the Town Clerk.

For all positions, except MTFD positions below Fire Chief, the Designated Board Supervisor for the Department is responsible for leading the process.  The Fire Chief is responsible for leading all MTFD position hires.  For new firefighter hires, Section 1, the interview process, and a Hire File are not required.

Section 1 – Pre-Hire Requirements ( when completed)
	
	An approved job description exists for the position.  If not, one should be created and approved by the town board before posting the position.  

	
	The town board has approved hiring the position.  Date of Approval: ________________________

	
	When required, a job posting has been prepared, including basic duties & responsibilities, minimum requirements, wage rate, and a start and end date for the posting.

	
	The job has been posted on the town’s website, externally (as needed), and in other determined places based on the position.

	
	Applications have been accepted until 5 days after the end date for the posting.




Section 2 – Hiring Process ( when completed)
	Use of the Interview Checklist & Interview Panel Rating Form for interviews is encouraged.

	
	Interviews have been scheduled and applicants notified of their scheduled time.  If the Town Board conducts the interviews a Special Meeting has been noticed.

	
	Interview questions have been prepared and provided to the interview panel.

	
	Applications have been reviewed and provided to the interview panel.  The hiring supervisor will redact Social Security numbers on all copies of applications.

	
	Interviews were conducted by the interview panel.  Interview Dates: ________________________

	
	For interviews not conducted by the Town Board, a hiring recommendation has been prepared for the Board to include:
· List of applicants.
· Application for the recommended applicant (with SS Number redacted).
· Recommendation with comments.

	
	Town board approved the hiring recommendation.  Date of Approval: _______________________
Note: Completed Employment Forms are required for the Town Board to approve the new hire.  The required forms are listed in Section 4.

	
	A favorable background check has been received.  Date Received: __________________________
If unfavorable, the Clerk is to advise the Designated Supervisor for further action.


Section 3 – Post-hire Process ( when completed)
	
	The treasurer has placed the individual on the Town’s payroll.

	
	The clerk created an Employment File for the new employee following the list in Section 4.

	
	The hiring supervisor provided the clerk with the following documents for the Hire File:
· All applications which were received for the position.
· List of interview questions.
· Completed Interview Checklist if created.Hire File

· Completed Interview Panel Rating Form if utilized.   
· Recommendation document.
· Completed Hiring Checklist.
· Any other pertinent documents used in the hiring process.
The clerk will create a Hire File with the position and date and retain per Record Retention Guidelines.






Section 4 – Employment File RequirementsEmployment File

	
	Employment Application.                                                                      

	
	Welcome Letter signed by employee.  Note: Employee retains a copy.

	
	W-4 – Employee’s Federal Withholding Certificate

	
	W4MN – Employee’s Minnesota Withholding Allowance/Exemption Certificate.

	
	MN Department of Labor & Industry Employee Notice.

	
	US Form I-9 Employment Eligibility Verification.  Note: Documentation verified by hiring supervisor.

	
	Paper Plan-it Employee Direct Deposit Authorization.

	
	MN Paid Leave Employee Notification signed by employee.  Note: Employee retains a copy.

	
	Completed Hiring Checklist.

	Additional items for the Employment File over time may include training records & certifications, commendations, performance reviews, leave of absence forms, performance improvement plans, MN Paid Leave requests and resignation/termination documentation.
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