New Sweeper Hiring Process

Effective 10/1/2025

Log in to Frontline Recruiting and Hiring 15 Steps (5

STEP 1

Click Applicants

gg ? Inbox (14) - brittany.. I Work at Jordan P HR Connections -... U Admin Only - Work... £ Frontline Applicant... N Skyward N Student Sky

VIEWING AS

TEST ADMINISTRATOR  Recruiting & Hiring  Jordan School District

@

6 - ter iy DasI ard News My Recent Activity

& My Dashboard

T @ ~ Welcome, Test Administrator

[ Forms >

® interviews ) Message Board

New to Recruiting and Hiring?
Click here for: Step by Step Outline Document for Frontline
£ Resource Library New Hire/Change form Flow Chart

My Account >

School/Department Administrators:

JJJJJJ
E Human
Resources


tango-step-app://Google Chrome

STEP 2

Click Vacancies by Location
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STEP 3

Click Open to view individual applicant
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STEP 4

Click Online Application to view information about applicant
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STEP 5

Click Application Materials to see attachments such as resume.
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STEP 6

Click Quick Look to go back to main applicant page
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STEP 7

Click Employment Desired to move applicant in hiring process.
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STEP 8

Click Change Stage

UICK LOOK

st Employee

es

STEP 9

Click Vacancy Pipelines
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STEP 10

Select proper pipeline stage - to hire, select Custodian Requests Sweeper
Training.

If you will not be hiring this sweeper, please move to Not Selected or Applicant Withdrew
pipeline stage.
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STEP 11

Click Save and Close
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STEP 12

Click check box next to Sweeper Approval Form
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STEP

13

Click Continue with Selected Form
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=xt or workflow types is not allowed.
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Sweeper Approval Form

Warning: You are not the assigned user for this
stage.

Remove Applicants or Employees
%Please answer the questions below.
Sweeper Approval Form

Sweeper Name: Sample Applicant

% School Location: [‘I '

Sweeper Phone #: -

Sweeper Email Address: sample@aspexsolutions.com

# Requested Sweeper Training Date 1 [ H#
Backup Sweeper Training Date 2
Backup Sweeper Training Date 3

# Has this sweeper ever worked for JSD before? O Yes ONo

% | have hired and authorize this sweeper to attend sweeper training and have notified them that
new hire forms will be sent to the email address listed above. Sweeper is eligible to attend
sweeper training




STEP 15
Type your name and Click to Digitally Sign. Click Submit Form.

# School Location: | Westland

Sweeper Phone #: -

Sweeper Email Address: sample@aspexsolutions.com

E!

# Requested Sweeper Training Date 1- 09/23/2025

Backup Sweeper Training Date 2

I'I

Backup Sweeper Training Date 3:
# Has this sweeper ever worked for JSD before? O Yes ® No

# | have hired and autherize this sweeper to attend sweeper training and have notified them that
new hire forms will be sent to the email address listed above. Sweeper is eligible to attend
sweeper fraining. g~

(i | D

By typing in your name fgur “e! ature”), you accept and consent to be legally bound by this document's statements, terms and
conditions as if this docu 5 signed by you in writing with pen on paper. You agree that no third party or other means of
verification is necessary fo validate your eSignature and that the lack of such third party or other means of verification will not in
any way affect the enforceability of this document

Save as Draft Submit Form

# Custodial Services 6 Steps

Will initiate new hire paperwork to sweeper.
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STEP 16

Sweeper will receive an email with links to 3 forms to complete.

Dear [RecipientName],
Congratulations on accepting a new sweeper position with Jordan School District!

You now need to complete your new hire paperwork. To expedite the process and to eliminate as much
paperwork as possible, we would greatly appreciateif you responded to the forms by way of the
@ followinglinks: ALL3 FORMS MUST BE COMPLET! @
Employee Information Form (Skyward)
Federal I-9 Form
2025-2026 New Hire Agreement - Student Sweeper

Skipping any of the above forms will delay your employment.

After you click each of the links above, please fill out the requested information. Your responses are
kept confidential and are visible only to authorized parties.

The Custodial Services Department will be notified once you have completed your new hire forms and
will send you a request to attend sweeper onboarding as soon as they receive that notification. You will

Wowimseting: @ [

STEP 17

There is a link in the email to help them determine which 1-9 Documents they
can use. ***One document MUST have be a picture ID!***

kipping any of the above forms will delay your employment.

fter you click each of the links above, please fill out the requested information. Your responses are
ept confidential and are visible only to authorized parties.

he Custodial Services Department will be notified once you have completed your new hire forms ar
iill send you a request to attend sweeper onboarding as soon as they receive that notification. You

OT be allowed to start working until you havpleted sweeper onboarding!

ou are REQUIRED to bring your 1-9 documents to sweeper onboarding to complete your 1-9
yrm. These forms must be the original documents. Pictures, phone images or copies are not
ccepted. If you need a list of acceptable documents, please click hfre: Attps://www.uscis.gov/i-9-

antral/form-i-9-acceptable-documents

/e again want to congratulate you!
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STEP 18

Custodial Services will be notified

When all 3 forms are completed by Sweeper. Custodial Services will then submit a hire sheet
to HR.

STEP 19

HR will send an email to sweepers to sign up for an onboarding appointment
time. The sweeper cannot begin working until they have attended this
appointment.

Dear [FirstName] [LastName],

We have been notified that you have completed your new hire paperwork and are ready to
schedule an onboarding appointment for your new sweeper position with Jordan School District.
}’)) cannot begin working until you have completed this appointm

Please schedule this appointment by clicking here and selecting a date and time that works for
you. You will need to bring your I-9 Documents to this appointment. Please see the this website
for a list of acceptable documents. All documents must be original copies and not expired.

If you cannot attend any of the scheduled times, please contact us at
onboarding(@jordandistrict.org or 801-567-8199.

Thank you,
Jordan School District

Human Resources Department
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STEP 20

There is a link to sign up for an onboarding time in the email message.

Dear [FirstName] [LastName],
We have been notified that you have completed your new hire paperwork and are ready t«

schedule an onboarding appointment for your new sweeper position with Jordan School I
You cannot begin working until you have completed this appointment.

Please schedule this appointment ' kcking here and selecting a date and time that work
you. You will need to bring your I-8Bocuments to this appointment. Please see the this v
for a list of acceptable documents. All documents must be original copies and not expired

If you cannot attend any of the scheduled times, please contact us at
onboarding(@)jordandistrict.org or 801-567-8199.

Thank you,

Jordan School District
Human Resources Department

STEP 21

If they cannot find a time that works with their schedule, the sweeper can all
the onboarding team. Their contact information is in the email.

e A - T

You cannot begin working until you have completed this appointment.

Please schedule this appointment by clicking here and selecting a date and ti
you. You will need to bring your I-9 Documents to this appointment. Please :
for a list of acceptable documents. All documents must be original copies anc

[ If you cannot attend any of the scheduled times, please contact us at
onboarding@jordandistrict.org or 801-567-819 o

Thank you,

Jordan School District
Human Resources Department
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# Sweeper attends onboarding

4 Steps

At the District Office building. HR will collect I-9 documents and take badge photo.

STEP 22

After all documents are collected by HR. Sweeper will receive their final email
message. This email will have directions for completing Sweeper Training

Packet.

Dear [FirstName] [LastName],

We want to officially welcome you to our organization and provide you with some reminders
and contact information if you have any other questions about your position with Jordan School

District.

Important Steps!!!

° 1- Sweeper Training:
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Contact your Head Custodian for sweeper training. Print this packet and take it with you
on your first day of work.

‘Watch the sweeper training video at work and document your time watching the video
and any time you are working, until you get your true time number from your head
custodian.

Make sure to input any time written down on the paper timesheet into Skyward so you
can get paid for that time as well. The payroll department doesn’t accept paper timesheets
from sweepers.

The rules pages and the Certificate of Completion and Training Form must be filled out
by you and left with your Head Custodian after you are done watching the training video.
Your sweeper badge will come in the district mail as soon as your head custodian sends
in the completed Certificate of Completion and Training Form to the Custodial/Energy
Services department.

If you have questions, please call our custodial office at 801-567-8740 or talk to your head
PR DS N NSV NSNS E—
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STEP 23
Email message will have link to PDF packet for sweepers to print out.
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STEP 24

After watching sweeper training and completing sweeper packet, the head
custodian will sign Certificate of Completion and send it to Custodial
Services.

1- Sweeper Training:

« Contact your Head Custodian for sweeper training. Print this packet and take it with you
on your first day of work.

+ Watch the sweeper training video at work and document your time watching the video
and any time you are working, until you get your true time number from your head
custodian.

« Make sure to input any time written down on the paper timesheet into Skyward so you
can get paid for that time as well. The payroll department doesn’t accept paper timesheets
from sweepers.

+ | The rules pages and the Certificate of Completion and Training Form must be filled out

y you and left with your Head Custodian after you are done watching the training vid@

« Your sweeper badge will come in the district mail as soon as your head custodian sends
in the completed Certificate of Completion and Training Form to the Custodial/Energy
Services department.

If you have questions, please call our custodial office at 801-567-8740 or talk to your head
custodian that hired you.

2- GETTING PAID -All employees are required to receive their paychecks by direct deposit to
the financial institution of their choice. Direct deposit information must be completed or updated
online through Employee Access, or the form must be received by the Payroll Department no
later than the 10th of the month in order for the paycheck to be directly deposited. Any
paychecks that are not direct deposit will be printed as a paper check, and will be mailed to your
address on file on payday. https://payroll.jordandistrict.org/wp-content/uploads/sites/6/z-Direct-
Deposit-Instructions. pdf

3- COMPLETE YOUR W-4 - All emplovees will be automaticallv entered as Single and 0 - -
B oisphaysetings 1 B
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STEP 25

Custodial Services will create sweeper's ID badge and will send it to school via
District Mail.
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1- Sweeper Training:

« Contact your Head Custodian for sweeper training. Print this packet and take it with you
on your first day of work.

« Watch the sweeper training video at work and document your time watching the video
and any time you are working, until you get your true time number from your head
custodian.

« Make sure to input any time written down on the paper timesheet into Skyward so you
can get paid for that time as well. The payroll department doesn’t accept paper timesheets
from sweepers.

’ s The rules pages and the Certificate of Completion and Training Form must be filled out
by you and left with your Head Custodian after you are done watching the training video.
( ﬁ: sweeper badge will come in the district mail as soon as your head custodian sends
“inrthe completed Certificate of Completion and Training Form to the Custodial/Energy
Services department. 6

If you have questions, please call our custodial office at 801-567-8740 or talk to your head
custodian that hired you.

2- GETTING PAID -All employees are required to receive their paychecks by direct deposit to
the financial institution of their choice. Direct deposit information must be completed or updated
online through Employee Access, or the form must be received by the Payroll Department no
later than the 10th of the month in order for the paycheck to be directly deposited. Any
paychecks that are not direct deposit will be printed as a paper check, and will be mailed to your
address on file on payday. https://payroll. jordandistrict.org/wp-content/uploads/sites/6/z-Direct-
Deposit-Insiructions.pdf

- 3- COMPLETE YOUR W-4 - All emplovees will be automaticallv entered as Single and 0 -
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