DJJ Personnel Records Format

[ ] Job Applications
[ ] Employment Eligibility Verification (Form 1-9)
[ ] State of Georgia Security Questionnaire and Loyalty Oath
[_] Fingerprint Card (Copy) (Only if employed by DJJ before 01/01/09)
[_] Criminal History Clearance Sheet
[ ] DJJ Applicant Pre-Employment Acknowledgement Statements
[ ] DJJ Employee Acknowledgment Statements
[] Selective Service Registration (For all male employees ages 18-25)
[_] Proof of Applicant Certification, Current License or Statement of Certification forms
[] Teacher Statement of Previous School Experience (Forms 2002-3 and 2002-4)
[_] Employment of Relatives Acknowledgement and Disclosure Form (DJJ Policy 3.26)
[ ] Official College Transcript (if applicable)
[ 1 Acknowledgement of Unclassified Position
[_] Copies of all Personnel Actions
[ ] Performance Evaluations
[ ] Employee Progressive Discipline Documents
e Letter of Reprimand
e Performance Improvement Plan
e Recommended Adverse Action/Separation Action for Unclassified Employees
[_] Correspondence Concerning the Employee
[ ] Federal and State Income Tax Withholding Forms
[ ] Employees’ Retirement System or Teachers Retirement System Application
[ ] Direct Deposit Authorizations
[ ] Payroll Deduction Forms
[ ] Leave Verification Forms
[] Georgia P.O.S.T. Change of Status Forms (security staff only)
[ ] Military Orders

* All documents must be placed in record in chronological order.



