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Arkansas School for Mathematics, Sciences, and the Arts

New Employee Checklist 

____
TB testing complete and “Employment Card” to Human Resources

           (requires 2 tests from local Health Dept must make appt. #624-3394)

____
“Official” Transcripts delivered to HR (x5131)

____
ARKANSAS Driver’s License delivered to HR

____
Teaching license to HR – if required

____
 Fingerprinting Complete with HR

____
New Hire Packet complete and returned to HR 

           (must have asap in order to be added to payroll)

____
Benefits Packet complete and returned to HR

           (must be returned within 31 days, no exceptions)

____
ID Badge received from Security (x5153)

____
Vehicle Registration form delivered to Security & Parking Sticker received 

____
Obtain Employee Handbook and Constitution from HR

____
Phone Code and Voyager Pin received from Receptionist in 

Administration (x5100)

____
Copier Code received from Kim Singleton (x5114)

____  Keys received from supervisor

____
Email address will be received from Networks 

Note:  Please keep up with this list to assure you have everything complete.
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