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State of Connecticut

Department of Energy and Environmental Protection 

Check List for Seasonal Employees
Information to be completed and submitted to Human Resources Division

 FORMCHECKBOX 
 Seasonal Employee Information Sheet
 FORMCHECKBOX 
 Seasonal Application Form
 FORMCHECKBOX 
 CT-HR-13
 FORMCHECKBOX 
 State and Federal W-4’s (ensure that the current year’s forms are being used)

 FORMCHECKBOX 
 Form I-9 Employment Eligibility Form with copies of identification documents (not required if re-employed and submitted within past 12 months of rehire)

 FORMCHECKBOX 
 Retirement form (CO-931) (Original plus one copy)

 FORMCHECKBOX 
 Retirement Credit form (CO-922) - Tier II Members hired prior to 6/30/97

 FORMCHECKBOX 
 Retirement Credit Purchase Request form (CO-1088) – Tier IIA Members hired prior to 6/30/11

 FORMCHECKBOX 
 Retirement Credit Purchase Request form (CO-991) – Tier III Members hired on or after 7/01/11

 FORMCHECKBOX 
 Acknowledgement Form for Seasonal Appointment
The Following Information is to be given to employee by supervisor
 FORMCHECKBOX 
 Code of Ethics Directive Manual Code 5551 D4 and Guide to Code of Ethics 

 FORMCHECKBOX 
 Affordable Care Act Notice
 FORMCHECKBOX 
 Acceptable Use of State Systems Policy
 FORMCHECKBOX 
 Electronic Monitoring Notice
 FORMCHECKBOX 
 State of Connecticut Drug-Free Work Place Policy and DEEP Directive Alcohol and Drug Policy 5551-D14
 FORMCHECKBOX 
 Violence in the Work Place Prevention Policy
 FORMCHECKBOX 
 Affirmative Action Policy and Sexual Harassment Prevention Policy and Directive Manual Code 5523 D3
 FORMCHECKBOX 
 General Letter #115 and Acknowledgement and License Verification

 FORMCHECKBOX 
 Use of Seasonal Positions Directive Manual Code 5511 D2
 FORMCHECKBOX 
 Employee Conduct Policy/Procedure #202A – Bureau of Outdoor Recreation

 FORMCHECKBOX 
 Employee Appearance Policy/Procedure #202B – Bureau of Outdoor Recreation

 FORMCHECKBOX 
 Uniform Dress Code Policy/Procedure #202C – Bureau of Outdoor Recreation

 FORMCHECKBOX 
 DEEP Hepatitis B Vaccine form (Lifeguards, EMTs and First Aid Attendants only

All of the above paperwork and information must be completed by the end of the day on the employee’s first day of work.  Paperwork must be submitted and received by the Human Resources Division no later than the second Monday of the pay period to ensure that information is entered and can be processed for that bi-weekly payroll.  The first paycheck will be at least four (4) weeks from date of employment, and may take six (6) to eight (8) weeks if there is any delay in processing of seasonal paperwork.  It is critical that all information including date of hire is accurate and complete.  Reminder: Supervisors should ensure that the seasonal employee has an appropriate valid motor vehicle operator’s license prior to vehicle assignment or use (if applicable to essential functions) Directive Manual Code 5520 D2.

NOTE TO SUPERVISORS:  Separation notices must by submitted to Human Resources Division within two (2) weeks of the employee’s separation with a copy of the Seasonal Rating Form attached.

