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POLICY

Employee information will be kept current. Information is tracked and reminders are sent out as needed. Car insurance and driver’s license are kept current so employees can drive company cars or be reimbursed for mileage.

PROCEDURE
· Car Insurance, Drivers License, Health Appraisals, Criminal History.

· Car Insurance and Drivers License are copied at New Employee Orientation by the Human Resources Manager and at the beginning of each school year or when it expires.

· Health appraisal forms are given to the new employees. New employees complete the application for the Criminal History Registry.

· Information is entered onto a spreadsheet and updated weekly by the Human Resources Department.

· A copy of the updated spreadsheet is printed monthly for the Assistant Head Start Director. The Assistant Head Start Director monitors the information.

· At 30 days of hire employees are checked to see if they have had their Health Appraisals, and if they have not, the employees as well as their supervisor are notified.

· Items expired or going to expire in the following month are sent out to the affected employees and their supervisors by the Human Resources Department, at the beginning of each month. Employees are responsible for submitting current Car Insurance and Drivers License.

If the information is not updated by the employee, the employee and their supervisor are notified.

This policy complies with Head Start Performance Standard 1304.52 (j)(i).

§ 1304.52 Human resources management.

