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HR – FOLLOWING THE PROPER STEPS
Helpful Tips to Remember:

· We require a complete new hire package before the applicant can be officially hired.

· The Branch Manager can print of the web site the W4 form and all other HR forms that are necessary by going to the HR tab on the web site.  We must always have executed copies of the new employees application for employment, the employee agreement, fraud policy, credit report policy, non-license affidavit, cold calling policy, advertising policy acknowledgement and any other forms on our site relating to new hires.
· I-9 Employment Verification Eligibility Form requires the Branch Mangers signature in Section 2.

· A copy of the employees ID or see our list of other acceptable forms of ID.

(passport; driver license and social security care or birth certificate or see page 4 of the I-9 for acceptable forms of ID)

· All pages of Employment Agreement must be initialed and last page signed by both the applicant and Branch Manager.
· Employee must read and return the Handbook Receipt form.

Note: The applicant is NOT an employee.  He/she is NOT licensed to work for Shore Mortgage and payroll will not be processed until the New Hire Package is complete; and, he/she cleared all departmental procedures.

There is a $500.00 fine if applicant is found to be working from a branch without official hire status by the corporate home office.  No one is permitted on Shore Mortgage premises without confirmation of hire.  There is no trial period to determine if someone qualifies.  An offer of employment will either be extended or they will be determined to be ineligible for hire.  No “free” training periods are permitted.  A second incidence at a branch will result in immediate termination of that branch.
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