Lubricar Inc. Protocol


	Title
	77. New Hire-Payroll

	Objective
	To ensure New Hire paperwork is properly turned into the Payroll Dept.

	Responsibility
	Store Manager and Assistant Manager – Store Level

Beverley Hessel-  Corporate Level

	Steps
	All applicants must now apply online and complete the Kronos questionnaire at: http://www.myjiffy.com/employment_opportunities.php
Store and Senior management may view the applicants at Kronos by using their store or personal user id and password.  If you would like assistance with hiring the store manager you must send an email detailing your available openings to Beverley@myjiffy.com. Applicants will be reviewed and the Kronos information will be sent to the manager with the available opening. After the Kronos information has been reviewed an interview will be conducted by Human Resources and/or store management. 

After a favorable interview the manager will call references and will record the information using the approved reference check form.  The reference check forms, a mvd report verifying a valid license, and the date of the application online should be emailed to Beverley@myjiffy.com 

All Stores,

1. Scan the following applicant documents 

a. ID copies according to the I-9 requirements

b. Employment application and/or date 
c. Reference check forms – call Beverley if a reference will not call you back.  Make sure to record the date and time of the call on the reference check form.  
d. MVD report
e. Tax Target Credit forms

2. After the documents are reviewed and approved and drug test will be scheduled.  After a passed drug test you will receive an email (usually within 24 hours) to continue in the hiring process.  
3.  Completed New hire paperwork should be scanned and emailed to Natalya in payroll.  Natalya@myjiffy.com
4. You may set-up your new employee in Grow once you have scanned all  required PR paperwork to Natalya.  Please be aware that if the required paperwork is not received your new hire will be temporarily deleted from the system until they are legally able to work. 

MIT or Management prospects will have one additional assessment the PXT from www.profilesontheweb.com   If you would like to have an employee scheduled for the assessment have them send a email request to Beverley@myjiffy.com
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