
NEW HIRE CHECKLIST

Southeast Region CCBHC Transition

New Hire Document Checklist

Please gather the items below and check each one off as you go. Having these ready will help your hiring

process move quickly and smoothly.

Resume Copy of Driver’s License

Copy of Social Security Card
Copy of any certifications or professional
licensures

Official transcript for licensed MHPs or
Under Supervision MHPs

Voided Check or copy of Direct Deposit
Information that includes routing number
and account number

NPI Number
Copy of Auto Insurance — Case
Management/RSS/FPRSS positions only

Drug Screen Results Emergency Contact Information

Beneficiary Information

Questions? Contact Recruitment@creoks.org for process questions, or visit creoks.org/welcome for

helpful links, including the interview booking tool.
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