CITY OF DURANT  *  CHECKLIST FOR NEW HIRES

(Regular Full-Time and Continuing Part-Time Employees)

Attach application and related information, along with completed Payroll Change Request Form

Note:  Prior to making a conditional employment offer to successful applicant, Department Head should schedule a meeting with the City Manager to discuss employment recommendation.  New hires should not be placed on the job without clearance on the pre-employment physical and paperwork unless approved in advance by the City Manager.

	Applicant’s Name:
	
	
	Department:
	

	Anticipated Start Date:
	
	
	Position Title
	

	Oklahoma Employment security Commission Job Order Number:
	
	


Check All Items Completed

	(
	Job Opening Was Advertised in Newspaper?  If so, Dates Ad Published:
	

	(
	Is Position Currently Budgeted For?
	
	

	(
	References Checked:
	

	
	a.  Number of References Checked:
	
	

	
	b.  Name of Employee Checking References:
	
	

	
	Employees Who Will Drive City Vehicles or Are Likely to Drive in the Future:

	(
	a.  Copy of Driver’s Background Check Attached
	

	(
	b.  CDL Category of License Required
	
	Category of License Applicant Currently Holds
	

	(
	c.  All Employees Who Operate Large Vehicles such as Ten-Wheel Dumps, Two-Ton Trucks, Semi-

	
	Truck Tractors, etc, Will be Required to Perform a Road Test in the Type of Vehicle They Will be 

	
	Operating.  The Road Test Should Include Highway Driving, City Driving, Backing, etc.  

	
	A Statement Documenting the Road Test Should be Forwarded to the City Clerk’s Office For

	
	Inclusion in the Employee’s Personnel File.
	


	
	
	

	Department Head’s Signature
	
	Date

	
	
	

	Human Relations Director’s Signature
	
	Date

	
	
	

	City Manager’s Signature
	
	Date


	To Be Forwarded to Payroll Department After City Manager’s Approval

	(
	Employee’s Physical Appointment:
	Date:
	
	Time:
	

	(
	Date Physical and Drug Screen Results Received:
	
	

	(
	Medical File Created
	
	
	
	

	(
	ADA Accommodation Required?  (Y    ( N     If ADA Accommodation is Required, a Meeting

	
	Must be Held With Employee, Department Head, City Clerk, and City Manager to Discuss Proposed

	
	Accommodation(s).

	(
	Eligibility to Work Form I-9 Completed (Within Three Business Days)

	(
	Employee Physical Results (Including Drug Screen) and Paperwork Cleared for Employment?    (Y    ( N

	(
	Date Department Head Notified of Full Clearance:
	
	By:
	


Form-newhirechecklist

