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Emergency Card

 Important Notes

 The emergency card form is the form we use to verify whom 

we contact in case of emergency. We also use this form for 

any contact information updates. 

 Name – Make sure your name is as it appears on your social 

security card. (All documents/forms must be that way)

 Employment information section – choose your position from 

the drop down box.

 Grade level will always be K-8.

 Ethnicity/Race Card – 2 part question

3

Back to table of contents



Employee Tax Forms

 Important Notes

 Federal Tax Form

 Clickable link at top left corner for workbook pages

 If unsure what to put, please contact a financial advisor 

for assistance. 
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Employee Tax Forms Part 2
 Important Notes

 State Tax Form

 Clickable link at top left corner for workbook pages

 If unsure what number to put, please contact financial 

advisor.

 There MUST be a number on #1. 
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Payroll Forms

 Important Notes

 Warrant Recipient Designation 

Form

 Must fill out Beneficiary 
Information.

 Contingent Beneficiary 
Information optional

 SSN optional

 Payroll Information Form

 Fill out completely.
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PARS

 Important Notes

 Retirement account for Substitute employees

 Beneficiary must be a spouse if employee is married.  If not 

married, then it can be any person employee trusts.

 Participant is employee

 Beneficiary is person receiving benefits
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Other Payroll Forms

 Important Notes

 Read Questionnaire for Part-time 

employees and answer it 

completely.

 Direct Deposit form is optional.

 If you fill out form, please bring in a 
voided check (must have your 
name printed on it) or a printout 
from your bank to go with the 
form.

8

Back to table of contents



CalPERs – Reciprocal Self Certification 

Form
 Important Notes

 This form is asking if you have been a part of the CalPERS 

retirement system.

 Check off only one of the two boxes

 Clickable link at top left corner for more information
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Notice of Exclusion From CalPERS 

Membership
 Important Notes

 Substitute employees are usually excluded from the CalPERS 

membership because CalPERS retirement system only applies to 

employees who are: Permanent Classified employees who are full 

time, work 20 hours or more in a work week, or have been a part 

of the CalPERS system previously.

 Must fill out sections 1-9 completely and correctly.
 1. Social Security Number

 2. Name as it appears on Social Security Card

 3. Name of Public Agency: Palmdale School District

 4. Department or School District: District Office

 5. Job or Position Title: Job of which you are applying for

 6. Term of Appointment: Temporary

 7. Nearest # of months: enter either 10-12 depending on job. If unsure, look at job 

description of job you applied for on PSD website. 

 8. Appointment date: day of which you are filling the form out

 9. Time base: Part time

 Check off Box # 3 afterwards that states you are an on call, intermittent, 
emergency substitute.
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I-9 Form 

 Important Notes

 Clickable link on top left corner for 

more information

 We will be collecting all 
supporting documents needed 

for this form at your Fingerprint 

appointment. 
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Oath or Affirmation

 Important Notes

 Read document carefully and thoroughly to understand that as 

an employee of a Public School District, you are considered a 

disaster service worker and what that entails.
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Staff Technology Use Policy Agreement

 Important Notes

 Clickable link at top left corner to read the entire policy
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Child Abuse Reporting

 Important Note

 Summary of Child Abuse Reporting Procedures that all Palmdale 

School Employees must adhere too.

 There will be a link at the end of the packet for more information about 
the procedures

 There will be a Mandated Reporter Training course online you must 

complete before you are clear to work. 
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Employer Pull Notice Program

 Important Notes

 Authorization Form

 Declination Form

 ONLY NEED TO FILL OUT ONE FORM

 If you choose to fill out declination 
form, there will be restrictions put 
in place that could affect the 
amount of jobs you are able to 
pick up. 
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Personal Vehicle Use Form

 Important Notes

 Please complete correctly and thoroughly

 Year/Make of Auto should match the what is on the insurance 

documents given.

 If you are on someone else's insurance policy (i.e your parents’) 

you must bring a copy of the policy information with 

documentation that states you are a covered driver. We MUST 

have documentation with YOUR NAME on it. We cannot accept 

any documentation that does not have your name. 

 If you are not driving and are not providing insurance 

information, please state that information in the section “Driving 

Restrictions”. 
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Other Human Resources Forms

 Important Notes

 Read carefully and 

complete thoroughly.

 Disclosure and 

Authorization Form – We 

do not check credit report. 
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Hepatitis B Vaccine Form

 Important Notes

 Hepatitis B Vaccine is optional (Unlike TB Clearance which is 

mandatory)

 If you check off box that you decline Hepatitis B Vaccine you must 

still check off the box that you have been given the opportunity.
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Notice to Employee Form

 Important Notes

 Select CORRECT Rate of Pay from 

drop down box based on job you 

applied for (not desired rate of 

pay.

 If unsure what rate of pay, you 
can go to PSD job website and 
look up the job description to find 
rate of pay.
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Affidavit Form

 Important Notes

 Must Choose Yes or No on A, B, and C

 Must disclose all offenses with corresponding year in which 

incident took place as well as specific classification of offense 

(Felony or Misdemeanor). 

 Failure to disclose all offenses will result in rescission of employment
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Casual Employee Status Agreement

 Important Notes

 Casual and Substitute Employees work on an as needed basis

 Employment at the district is “At Will”
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Important Information and Links

 Important Notes

 Open each clickable link, read, and initial afterwards. 

 You can download and print these items at home to review again 

later. 

 Make sure to go back to all forms and make sure everything was 

signed and dated.

 If there are any corrections or missing information, your form will 

be sent back to you.

 The signatures will reset and will need to be re-signed and re-dated.
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Important Information for 

Substitute/Casual Employees

 Make sure to keep the district updated with any changes in 

your contact/address information

 Always use your name as it appears in your Social Security 

Card

 Substitutes can only pick up ONE JOB PER DAY

 Return LORA (Letter of Reasonable Assurance) to Human 

Resources every school year. (it is sent to your address 

around Spring)

 Must work at least once in 6 months.

 TB clearance needs to be updated once EVERY4 YEARS.
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Good Luck and We look forward to 

working with you!
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