
NONCONTRACT NEW HIRE DOCUMENTS UNDER 20 HOURS WEEK-INSTRUCTIONS:

The first two items must be done prior to the start of employment;

1. Complete CORI form and submit with a copy of your driver’s license.

2. Fingerprinting per instructions; or contact previous district that you originally provided fingerprints for and ask
them to forward a suitability report to us @ moregan@carlisle.k12.ma.us

3. Carlisle Personnel Record – complete top section

4. Federal W4 – Complete all areas

5. MA W4 – Complete all areas

6. I-9 – Complete the first page. Be sure to sign at the bottom of the page. Return all pages along with two forms of
acceptable identification (passport, birth certificate, social security card, or driver’s license).

7. Definition of OBRA Information Guide and OBRA Enrollment Form

8. Read the Town sexual harassment policy and indicate by signing that you have read it.

9. Direct Deposit-The town of Carlisle issues pay electronically. The Treasurer’s office will provide an email for
you to access your biweekly pay statement via Harper’s Employee Forward Portal. Email will be generated from:
no-reply@employeeforward.com

10. Mandatory Ethics Training – Complete training and print certificate of successful completion Read conflict of
interest law summary and complete the last page and return with paperwork as well.

11. SSA Form-explains that you don’t pay into Social Security.

12. Required DOE Information form.

Return all these documents and any additional information requested prior to coming to your first day of work. Pay
cannot be issued until all documents/information is received and completed.

11.30.23

https://www.carlisle.k12.ma.us/cms/lib/MA01907515/Centricity/Domain/19/CORI.pdf
https://drive.google.com/file/d/1ehOUdaef0PTTqLRDRNNPBiGFV3Mfj6hT/view?usp=sharing
mailto:moregan@carlisle.k12.ma.us
https://drive.google.com/file/d/1DJsuKYxmTVTvq9MbeDK55z2mOXF2y8JY/view?usp=sharing
https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.mass.gov/doc/form-m-4-massachusetts-employees-withholding-exemption-certificate/download
https://www.uscis.gov/sites/default/files/document/forms/i-9-paper-version.pdf
https://drive.google.com/file/d/1gf5VyFlIupvTksC53sRzjngBNYli0K3f/view?usp=sharing
https://drive.google.com/file/d/1-1w4cDetFurwfIRWRu_mQoUV31_t-mTI/view?usp=drive_link
https://www.carlisle.k12.ma.us/cms/lib/MA01907515/Centricity/Domain/19/Sexual%20Harassment%20Policy.pdf
https://www.carlisle.k12.ma.us/cms/lib/MA01907515/Centricity/Domain/19/Sexual%20Harassment%20Policy%20Acknowledgement.pdf
https://drive.google.com/file/d/1OCcdy0olG2p4Ulku_OZ7_KQn18U9Ms9I/view?usp=share_link
https://www.mass.gov/how-to/complete-the-online-training-program-for-municipal-employees
https://www.mass.gov/service-details/summary-of-the-conflict-of-interest-law-for-municipal-employees
https://www.mass.gov/service-details/summary-of-the-conflict-of-interest-law-for-municipal-employees
https://drive.google.com/file/d/15xTe2yQoU139l9x5oqXx1LPKy34TsWLk/view?usp=sharing
https://drive.google.com/file/d/18d4dxP1d94ibGd2AvOcPJHPhp5YC8AWe/view?usp=sharing

