JEFFERSON COUNTY BOARD OF EDUCATION

CLASSIFIED EMPLOYMENT CHECKLIST
In addition to completing an online application, the following documents must be submitted to the human resources department once you have been selected for a position.  Some of these documents may be scanned and attached to the online application while others are simply acknowledgment forms that require your signature.  Paper documents may be faxed, mailed or hand-delivered to the central office.

Jefferson County Board of Education

Human Resources Department

2100 18th Street South

Birmingham, Alabama  35209
1.
Social Security Card

2.
Alabama Driver’s License

3.
Copy of high school diploma/GED/Work Permit/Work Keys

Copy of college transcript for education supplement (if applicable)
4.
TB Skin Test Results

5.
Health Certificate (required for cafeteria workers)
6.
Copy of Food Handler Card (required for cafeteria workers)
7.
Sexual Harassment, Drug Free & Tobacco Free Acknowledgment Form

8.
Information Services Policy Acknowledgment Form (computer use)

9.
Form I-9 (Employment Eligibility Form – top portion)
10.
Tax Forms – Federal and State
11.
New Hire Form

12.
Authorization for Direct Deposit Form and Voided Check
13.
Copy of Form DD-214 for military credit (if applicable) 
14.
Former Employment Verification 

15.
Background Information Check – all employees are required to submit to a background check for criminal history which includes a fingerprint check by the Alabama Bureau of Investigation and the Federal Bureau of Investigation.   The Alabama 
State Department of Education has contracted with Cogent Systems to collect and process fingerprints for school systems in Alabama.  Effective March 1, 2010, Cogent designated our central office building as a fingerprint site for Jefferson County Board of Education employees.  Please contact Carolyn Pruden at (205) 379-2112 or Sonja Jones at (205) 379-2111 to schedule an appointment to have your fingerprints made.  Employees must be registered prior to arriving at our fingerprint location.  Register online at www.cogentid.com/Alabama, or call 1-866-989-9316.  Payments are accepted as follows:
Employees may pay the fingerprint fee of $51.40 online during registration using a debit or credit card or you may pay at our site with a money order or cashier’s check made payable to Cogent Systems.
Debit cards, credit cards, cash, and checks will not be accepted at our fingerprint site.

All recommendations for employment are contingent upon the successful result of the criminal history background check, the receipt of all required documents and approval by the Jefferson County Board of Education.

