
McGaw YMCA Camp Echo 
HIRING PROCESS FLOW CHART 
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All Staff 

Fingerprint Clearance 
Two Additional References

Case Statement Form 
Meet w/Executive Director

... or ... 

s
s 

[ new staff: upon initial hiring, or after break of 12+ months ] 
Personal Interview, Reference Checks, Employment Verification

Letter of Agreement, and packet of Forms sent out. (Job Offered) 

 

International Staff 

US Citizens over 21 
who will be driving 

vans or camp vehicles
Age 16 or 17 

 

R 
 

 

 

Me

VDS FM-16 (all) and FCRA Auth (new 18+)
Initiate Child Neglect Clearance Process (21+)

Situation Explained to  
Executive Director’s Satisfaction

 

 

Check National Sex Offender Public Registry website e 

Check Public Profiles & Group Pages on Social Networking Sites

e

Unacceptable, or Irresolvable Problems:  Don't Hire

Check evaluations on file with Echo and other McGaw Y departments

[ returning staff ] 
Interview if possible 

Conclusion, No: Don't Hire 
Conclusion, Maybe: On Hold 

Signed application and 3 written references on file 

e

Ye
l 

 

Ye
s

Terminate or Not Hire
Ye
Letter of Agreement returned, signed. (Job Accepted)
Federal & State W4
Agency Paperwork/CBC
Work Permit
s

Submit D/L Photocopy
if Van or Trailer: Training
Signed Authorization Form
Social Security Card
IAP-66/J-1, I-94, 8233
Ke
Dr
Send to H
Add to List of Drivers
Waiver of Liability, YMCA Code of Conduct
Photo ID / Proof of Age
Visit to Fremont HS
I9 & Proof of Citizenship
Copies of Certifications
Add to Payrol
Criminal Background Check (new 18+*) Comes Up Clean?
Health Form, Insurance Card, Staff Bio 
ds Form, Vehicle Info Sheet (if Appropriate)
Stop 
Driving

ep On 
iving 
Updated: 10/27/08 

R. Grierson 
Cleared
Conclusion, Yes!
Bad News?
HR sends to Zurich for MVR
Ye
No
Listed: Don't Hir
Acceptabl
Acceptable
Unacceptable: Don't Hir
* Year Round Full Time Staff will be rechecked every 3 year
Copy of HS Diploma
Child Neglect Check (21+) Comes Up Clean?

No
No
No


