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Colorado Hospitality New-Hire Checklist 

 

Employee Name:  _______________________________________________________ 

Hire Date: _____________ 

 

New-Hire Paperwork 

❑ Resumé 

❑ Application 

❑ Work-status information 

o Social Security Number (SSN) 

o W-4 Form 

o Colorado Employee Withholding Certificate: Form DR 0004 

o I-9 Form 

 

❑ Employee contact information and emergency contact information  

o Optional information to keep on employee contact-information form 

▪ Full name 

▪ Address 

▪ Phone number 

▪ Title and department 

▪ Social Security Number 

▪ Start date 

▪ Salary 

▪ Emergency contacts 

• Name, phone number, relationship 

▪ Educational background 

▪ Work history 

▪ Voluntary EEO-1  

▪ https://corestaurantjobs.com/employer-resources/ 

 

❑ Job Description 

❑ Direct Deposit information (if applicable) 

❑ Review of benefits offered by the employer 

o Outline of state-mandated sick-leave policy 

o Overview of state-mandated FAMLI (Family and Medical Leave Insurance Program) 

o Outline of Colorado Secure Saving Plan 

 

❑ Review of handbook/employee guidelines  

https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.uscis.gov/sites/default/files/document/forms/i-9-paper-version.pdf
https://corestaurantjobs.com/employer-resources/
https://www.touchbistro.com/blog/restaurant-jobs/
https://cdle.colorado.gov/hfwa
https://famli.colorado.gov/
https://coloradosecuresavings.com/employers
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o Acknowledgment of receipt of handbook/guidelines, returned on: ________________ 

o COMPs Order and acknowledgement of receipt, returned on: ____________________ 

o Acknowledgement of time recording, meal and rest period procedures, returned on: 

__________________ 

 

❑ Notification of Healthcare Exchange 

❑ Reasonable Accommodation for Pregnant Workers Notification 

❑ Colorado Secure Savings Plan Notification 

❑ Set up in payroll system 

❑ Set up in timekeeping system  

❑ Set up in company systems 

 

❑ Required Public Postings 

o Healthy Families & Workplaces Act (“HFWA”)  

o Public Health Emergency Whistleblower Law (“PHEW”) Poster 

o Colorado Overtime & Minimum Pay Standards Order #38 Poster 

o Colorado Department of Labor and Employment Division of Labor – Notice of Paydays 

Poster 

o Workers’ Compensation Act English Poster  

o Workers’ Compensation Act Spanish Poster 

o WC050 – Notice of Injury Poster 

o Colorado Anti-Discrimination Poster 

o Notice to Workers Poster 502 

 

o Federal postings 

https://cdle.colorado.gov/sites/cdle/files/COMPS%20Order%20%2338%20%282022%29%20Poster%20CLEAN.pdf
https://www.dol.gov/sites/dolgov/files/EBSA/laws-and-regulations/laws/affordable-care-act/for-employers-and-advisers/model-notice-for-employers-who-offer-a-health-plan-to-some-or-all-employees.pdf
https://corestaurant.org/wp-content/uploads/2022/05/Reasonable-Accommodation-for-Pregnant-Workers.pdf
https://coloradosecuresavings.com/employers
https://corestaurant.org/posters-signage/

