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Early Learning Coalition of the Nature Coast

Serving Citrus-Dixie-Gilchrist-Levy-Sumter Counties
Human Resource File Documentation Checklist 
Employee Name:      




Employee #:      
Date of Hire:      
 FORMCHECKBOX 
ELCNC161: Human Resource File Documentation Checklist.

 FORMCHECKBOX 
ELCNC156:  Employment Application 

 FORMCHECKBOX 
ELCNC154: Background Check Waiver 

 FORMCHECKBOX 
Verification of employment and reference check

 FORMCHECKBOX 
Proof of educational credentials (if applicable)

 FORMCHECKBOX 
Background screening (if applicable) 

 FORMCHECKBOX 
Proof of separation from the military if appropriate

 FORMCHECKBOX 
Signed Job Description 

 FORMCHECKBOX 
ELCNC 117: Employment Eligibility Verification Form I-9 
 FORMCHECKBOX 
ELCNC164: Employment Eligibility Verification of Data Form 

      I-9
 FORMCHECKBOX 
ELCNC115: Administrative Operating Procedure   

     Acknowledgment Form  

 FORMCHECKBOX 
ELCNC129: ELPOP Acknowledgement Form 

 FORMCHECKBOX 
ELCNC111: Code of Ethics Policy Acknowledgment Form 

 FORMCHECKBOX 
Coalition benefit enrollment forms

 FORMCHECKBOX 
ELCNC113: Direct Deposit Form 

 FORMCHECKBOX 
ELCNC148: W4 form 

 FORMCHECKBOX 
ELCNC131: Property Assignment Form for each piece of 
     property assigned. 

 FORMCHECKBOX 
ELCNC155: Employee Orientation Checklist 

 FORMCHECKBOX 
ELCNC157: Individual Non-discloser and Confidentiality Certification 

 FORMCHECKBOX 
ELCNC158: Policy Regarding the Collection of Social Security Numbers 

 FORMCHECKBOX 
ELCNC160: Security Agreement 
 FORMCHECKBOX 
ELCNC108: W-9

 FORMCHECKBOX 
 ELCNC174: Information Technology Policy Acknowledgement Form 

 FORMCHECKBOX 
ELCNC175: Protecting Laptop Computers and Other Mobile Devices
I certify that the documents indicated above have been filed in the Employees human resource file.

______________________________________________________
____________________________

Human Resource/Office Manager




Date 
I certify that I have verified the documents indicated above

______________________________________________________
____________________________

Executive Director





Date

ELCNC161: Human Resource File Documentation Checklist


