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EMPLOYMENT COMPLIANCE FORM

Replacing:  
THIS FORM MUST BE COMPLETED AND RETURNED TO THE DIVISION OF HUMAN RESOURCES OFFICE WITH YOUR RECOMMENDATION FOR EMPLOYMENT.  All applications must be included in this packet.
POSITION TITLE



  DEPARTMENT    
PAY GRADE
   
STARTING SALARY  

DATE EMPLOYMENT BEGINS
**Status of Selected Employee (Check One):  New_____
  Promotion_____
Prior Employee_____

Reports to:___________________ (can see leave time only)  Supervisor:________________ (approves time for payroll)
E-time (Circle One)_TimeClock__TimeStamp__TimeSheet__ (will they be approving anyone’s time?______)
(1)  List those candidates receiving advanced consideration:
NAME
& Date Interviewed
SELECTED
DEGREE
DATE OF






FOR HIRE


DEGREE


a.







  
b.







  
c.

  
d.

  
e.

(2)  Describe those procedures followed in developing the applicant pool for this position.  Attach copies of       advertisements, letters announcing the position, etc.

· Posted on the Bulletin Board and Positions Available Bulletin by the Human Resources Office.

· Position Vacancy Notice provided to Georgia Department of Labor.

(3)  Explain what criteria were used in reaching your decision (attach copy of any tests administered).
__________________________________



___________________________________



DATE








SIGNATURE

Revised: June 2011


