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Checklist for Complete Employee File

Name

District/Building

Position

Please use this checklist to determine if you have submitted the information needed for a
complete employee file.

Employee Information

Current Resume

Completed I-9 Form

Copy of valid Ohio License(s) or Permit(s) Educator ID#
Certified copy of your Ohio (BCII) and FBI Background Checks

Official transcripts for all college coursework. Request that transcripts be mailed directly
to the ACESC from the university or college.
Verification of previous employment.

If you have military service, you will need to provide a copy of your DD214 form.

Certified Only:

IPDP (Individual Professional Development Plan)

Safety and Violence Prevention Course
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