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		Human Resources Department
www.bernalillo-schools.org

EMPLOYMENT RECOMMENDATION COVER SHEET
REVISED 7/1/2021

1. Date:      
2. Name of Person being recommended:      
3. Position:      
4. DAC:      
5. [bookmark: _GoBack]TalentEd Job ID Number:     
6. Replaces Employee:      
7. Name of Person submitting packet:      
8. Required Documents: 
a. Submit the Hiring Packet to HR Director via email with the following in subject line: 
Recommendation packet for (Person Recommending) for (Position) at (School)
b. Compile the Hiring Packet in the following order 
	
Packet Item
	
Included?

	
A. Employment Recommendation Cover Sheet 
	
|_|

	
B. Candidate Recommendation Form (Signed by Team) 
	
[bookmark: Check8]|_|

	
C. At least one reference check from previous supervisor indicating the employee is eligible for rehire.*

	
[bookmark: Check9]|_|

	
D. At least two reference checks from other individuals familiar with the candidate’s job performance. *
	
[bookmark: Check10]|_|

	
E. Confidential/Non-Disclosure Agreement (Signed)
	
[bookmark: Check11]|_|

	
F. Committee Member Signature Sheet (Signed)
	
[bookmark: Check12]|_|

	
G. Interview Questions Notes from each interviewer and for each candidate interviewed.
	
[bookmark: Check13]|_|

	
H. Candidate Application Packet
	
[bookmark: Check14]|_|


*  HR will accept phone or system emailed reference checks.


Signature: ___________________________________	  Date: _________________
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