PERSONAL/EMPLOYMENT REFERENCE CHECKS
Personal/employment reference checks are designed to gauge the applicant’s personal character and work history.  You may want to check at least three references.  These checks can be done over the phone or by mail.

Checking references by phone is quicker and it may also give you a better feeling for the “tone” of an answer.  For example, if your mailed questionnaire asks “Would you rehire this applicant?”, you may get a simple “yes” answer.  But if you ask the same question over the phone, you may get a very positive “Yes!” or a very hesitant “Yes…”.  Both are the same answer, but each tells you something more than you would get from a written answer.

Copies of the Reference Checklist forms are included in the “Extra Forms” section of this manual.  If you need more, you can photocopy the form or get additional copies from FA.

EMPLOYMENT PAPERWORK
Your applicant will need to fill out a number of employment forms in order to finish their hiring process.  Give your new employee a copy of the Instructions for Completing New Employee Forms handout and the respective forms that are outlined in the Instruction handout.  Extra copies of these forms can be found in the Extra Forms Section.

A checklist is included to help you obtain the completed forms from your employee.  The completed forms must be submitted to FA to be retained in the employee’s personnel file.  The forms that you may need in the future can be found in the Extra Forms Section.
BACKGROUND AND CREDENTIAL CHECKS
After your new employee has completed all paperwork, a formal background check will be completed by Fiscal Assistance.  Driving records can be checked for employees who drive as a part of their job duties and legal records will be checked to ensure that the individual does not have a charge pending or been convicted of a crime substantially related to their job duties.
TIMESHEETS
Your employees are required to submit timesheets to FA on a bi-weekly basis.  At the end of each bi-weekly pay period, your employees will bring their timesheets to you for review.  The hours listed should be checked for accuracy and the timesheet should be signed by you.  A Payroll schedule will be provided to you.

EMPLOYEE MILEAGE & TRAVEL REIMBURSEMENT
To be reimbursed for on-the-job expenses, employees will retain receipts and keep a log of expenses using the Travel Reimbursement Form.  At the end of each period, the employee will bring this form to you for approval.  The expenses and mileage listed should be checked for accuracy and your signature.  Your signature directs FA to pay the employee for expenses.

TERMINATION OF EMPLOYMENT
If your employee decides to leave their job:

· Request that she/he put their decision in writing, including the date of the last day they intend to work.

· Attach the employee’s letter to the completed Termination Notice and send it to FA immediately.

· Notify your Broker immediately so plans can be arranged to find a replacement.

If you decide that you do not want an employee to work for you any more:

· Notify your Broker and FA before you talk to your employee.  It is very important that all rules and regulations related to this type of employment termination are properly followed.  Your Broker will assist you in this process.

Wisconsin Worker’s Compensation Insurance

As an employer of household support employees, you are not required to carry Worker’s Compensation Insurance.  Depending upon the number of employees and the tasks that need to be performed, it may be in your best interest to carry this insurance.  We have included the Wisconsin Worker’s Compensation Insurance Pool Form and instructions for completing the form.

Premiums and service classification codes for 2008 are as follows:
· Full time employee – Code 0913 
– Annual Premium - $499.00
· Part-time employee – Code 0908 
– Annual Premium - $247.00
(less than 19 hours per week)

· Constant Expense


– Annual Premium - $220.00

