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NEW HIRE CHECKLIST

Now that your team has concluded the teacher and/or driver interview process, the Program Director
should follow the steps below to onboard your new team member.

*Note: If you know that the applicant has applied to multiple programs, alert your Program Coach and follow
their additional guidance as you work through this list.

[ Callto extend verbal offer. Be clear about the terms of the offer during this conversation. Verify
whether the team member will be a paid employee or will serve in a volunteer capacity.

["] Upon verbal acceptance, ask the prospective employee/volunteer to initiate a background check
at lifewise.org/background.

[] Send Job Offer Letter or Volunteer Agreement using one of the following forms:
* Note: Offer letters must be sent at least 7 days prior to the employee’s start date.
“*Note: Only paid employees can send offer letters. If you are a volunteer Program Director, provide your
Program Coach with the pay rate, starting date and work location of your potential employee, and the
Program Coach will initiate the offer letter.

Teacher Job Offer Letter
Volunteer Teacher Agreement Form

Substitute Teacher Job Offer Letter
Volunteer Substitute Teacher Agreement Form

Lead Teacher Offer Letter
Volunteer Lead Teacher Agreement Form

Vehicle Driver Job Offer Letter
Volunteer Vehicle Driver Agreement Form

Assistant Program Director Offer Letter
Volunteer Assistant Program Director Agreement Form

Financial Assistant Job Offer Letter
Volunteer Financial Assistant Agreement Form
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Site Coordinator Offer Letter
Vol Site C i : E

LIFEWISE.ORG


https://www.lifewise.org/background
https://powerforms.docusign.net/fdf132ea-68a6-46eb-a75e-1dfed06385b3?env=na2&acct=beab8966-d0ff-4852-909f-4af6a50dbffd&accountId=beab8966-d0ff-4852-909f-4af6a50dbffd
https://na2.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=fb05b8eb-0806-46eb-b6dd-e450e5d42062&env=na2&acct=beab8966-d0ff-4852-909f-4af6a50dbffd&v=2
https://powerforms.docusign.net/395ad3cb-3288-4f5a-b530-8d44669003f4?env=na2&acct=beab8966-d0ff-4852-909f-4af6a50dbffd&accountId=beab8966-d0ff-4852-909f-4af6a50dbffd
https://powerforms.docusign.net/25056888-5078-4a62-86b6-65458e5f84e3?env=na2&acct=beab8966-d0ff-4852-909f-4af6a50dbffd&accountId=beab8966-d0ff-4852-909f-4af6a50dbffd
https://powerforms.docusign.net/66001f3c-cc98-4ecb-9d7f-25929c53779a?env=na2&acct=beab8966-d0ff-4852-909f-4af6a50dbffd&accountId=beab8966-d0ff-4852-909f-4af6a50dbffd
https://powerforms.docusign.net/15ef0fee-fc11-479f-ae24-7b00a7c21d60?env=na2&acct=beab8966-d0ff-4852-909f-4af6a50dbffd&accountId=beab8966-d0ff-4852-909f-4af6a50dbffd
https://powerforms.docusign.net/d0878ba6-a538-4c71-8daa-7652770bda96?env=na2&acct=beab8966-d0ff-4852-909f-4af6a50dbffd&accountId=beab8966-d0ff-4852-909f-4af6a50dbffd
https://na2.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=8c4ca2ed-d9cc-48d6-823f-067609fadd61&env=na2&acct=beab8966-d0ff-4852-909f-4af6a50dbffd&v=2
https://na2.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=45b72c75-82c4-4490-97e7-a645489ddd1e&env=na2&acct=beab8966-d0ff-4852-909f-4af6a50dbffd&v=2
https://na2.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=26c6377c-a501-4ef9-9eb0-28bb4257812a&env=na2&acct=beab8966-d0ff-4852-909f-4af6a50dbffd&v=2
https://na2.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=65f08aea-cd98-4ed4-b568-92d8e162d01e&env=na2&acct=beab8966-d0ff-4852-909f-4af6a50dbffd&v=2
https://na2.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=180b60ea-b58f-478b-a8e3-6004672683fa&env=na2&acct=beab8966-d0ff-4852-909f-4af6a50dbffd&v=2
https://powerforms.docusign.net/25e4f923-944d-44c8-b979-50ad6b629a99?env=na2&acct=beab8966-d0ff-4852-909f-4af6a50dbffd&accountId=beab8966-d0ff-4852-909f-4af6a50dbffd
https://powerforms.docusign.net/cf822b12-650e-4459-9057-fcc4849a10fb?env=na2&acct=beab8966-d0ff-4852-909f-4af6a50dbffd&accountId=beab8966-d0ff-4852-909f-4af6a50dbffd

[] Verify the employee signs the offer letter in a timely manner to allow for adequate time to
complete the onboarding process and the -9 form prior to the start date. You will be notified via
email when the employee signs the offer letter.

*Note: Handle offer letters with caution, storing them in a locked or otherwise inaccessible location (on a
computer with a password, in a lockbox at your LifeWise site or in a home office).

[] Runabackground check on the new employee. Use the Protect My Ministry Admin Guide as a
reference.

[ You will be copied on a welcome email from the Human Resources department. The welcome
email will direct new employees to complete the onboarding process with HR Butler.

[ Send your own welcome email with additional vital information (copy and paste from the linked
document) after you see HR’s welcome email. You can save the welcome email as a Gmail
template for quick access. * Note: Be sure to edit all information in brackets before sending.

4 Assistant Program Director Welcome Email
4 Driver Welcome Email

4 Substitute Teacher Welcome Email

4 Teacher Welcome Email

[] Confirm clear background check and order child safety training via Protect My Ministry (PMM)
*Note: The background check must be completed and confirmed prior to the first day of employment (for
employees) or working with students (for volunteers). Check all reports and notify your Program Coach of
any alerts.

[] Ensure that the new employee (not applicable for volunteers) completes section 1 of the I-9 form.
Assist the new employee with completing section 2 of the I-9 form prior to start date.

[] Ensure that the new employee (not volunteers) completes the HR Butler onboarding process
prior to start date.

[] Ensure that the new teacher (not drivers) completes the Teacher Training course. Your Program
Coach will notify you when the teacher completes the training.

["] Make an announcement to the local team and schedule the first day with your new employee.

[ Ifthe HR Butler onboarding process or I-9 form have not been completed prior to the employee’s
first day, schedule both as Day 1 tasks. Both MUST be completed by the employee’s start date.
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https://drive.google.com/file/d/15Pg7Y_aTcfDwMXI4m3VSfv941B1sVUKJ/view
https://youtu.be/SsIINgF7ktk
https://youtu.be/SsIINgF7ktk
https://docs.google.com/document/d/1Ugmb_pP1vdEegh05wUX-0dFaTrr2o-bluR_Jy6rWZSs/copy
https://docs.google.com/document/d/1w1MZTzqtG70O6fURdgflAoz7S7L8ggj8boCG9hg1lHM/copy
https://docs.google.com/document/d/1BS8oDPbh1dG8lk4JsI7GlM42SlLleg0WbXyoip4DXeA/copy
https://docs.google.com/document/d/1HZLyd6nfUUHqXpm4Ez2j1tGnA1yjWG8--hc-Ma-4Jp0/copy

