Instructions for New Hire Seasonal Employees
Please use this check off list for all seasonal new hires and return it to the HR office with all other required paperwork.  When hiring a current City Employee’s relative, please notify the HR office to receive approval from the City Manager before offering employment. 

CDL employees only – New or returning employees need to be scheduled (thru Sheri) for a pre-employment drug test at least 3-4 business days prior to their starting employment. They will also need to be scheduled for Drug Policy training before they are allowed to perform any safety-sensitive functions.
In order to process your employees for payroll the following information is needed:

 FORMCHECKBOX 
 Status Sheet - Be sure to fill out status sheet in its entirety before sending it to the Human Resource Office.  The Employee, Supervisor, and Department Head should sign off on the status sheet.  You do not need the City Manager’s Signature. Email the Human Resource Office with First Name, Last Name and Middle Initial for an Employee Number if a new hire.  The Human Resource Office will call you if there is any question concerning the status sheet.
 FORMCHECKBOX 
 I-9 - You will need to gather one document from List B and one document from List C (see back of I-9); or only one document from List A.  Have the employee fill out Section 1-using their full legal name – Employee Information and Verification, as well as sign and date.  As the supervisor you need to fill out all of section 2, returning it to the HR office. *NOTE: Federal law requires that you have this documentation within 3 working days. If the new employee has not returned the required information to you, DO NOT let the employee work until it is received!
 FORMCHECKBOX 
 W-4 - The W-4 needs to be filled out by the employee.  Be sure employee indicates a withholding status (box 3), total number of allowances claiming (box 4) and signs and dates the form.
 FORMCHECKBOX 
 City Seasonal Application or Interest to Return Form – Attach to status sheet. 
 FORMCHECKBOX 
 Authorization to Release Driving Record Information/Criminal history -  If your employee will need to drive a City vehicle in the course of their employment with the City, this release will need to be signed so that a background check can be done on their driving record. Criminal history check will be done if an employee will be handling money or around children.  This will be part of the application packet.
 FORMCHECKBOX 
 Optional Membership Election – Public Employee’s Retirement – Most of the seasonal employees may not want to join the retirement system.  If they are going to work less than 960 hours they may elect not to participate.  Have them print their name where indicated, their hire date, put City of Helena as the employer, sign and date the form and elect whether they are going to participate or declining participation in the retirement system.  If they are employed with another PERS Agency or currently have funds in the PERS system, they must sign up. If any employee wishes to participate in the retirement system or is required to participate they will need to fill out a PERS Enrollment Card, call HR to get a copy.

 FORMCHECKBOX 
 Cash Handling Policy – If the employee will be handling any type of cash or checks, this policy must be read and signed.
 FORMCHECKBOX 
 Direct Deposit-optional –If the employee would like to have their paycheck direct deposit to their checking, get a voided check from them and attach it to the direct deposit form found on the shared drive. The first paycheck will be a check and the second will go direct deposit.

 FORMCHECKBOX 
 Safety Policy  - employee should sign acknowledgment form.

 FORMCHECKBOX 
 Personnel Policy- employee should sign acknowledgment they have read the policy.
Please attach all information to the Status Sheet and turn in at the HR Office so your employee can be entered into the payroll system by 5 pm Wednesday the week of the end of the pay period or sooner.  If you have any questions, call Michele Shepherd at 447-8323.

