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NEW HIRE EMPLOYEE INFORMATION FORM 

Employee’s Name:  
Social Security Number: Birth Date: 

Street Address:  Apt / PO Box: 

City: State: Zip: 

Primary Phone:  Email:  
Emergency Contact Information 

Name: Relationship: 

Contact Phone Number (Daytime): 

I agree that the information listed above is accurate and correct.  I understand and agree that it is my responsibility 
to complete, sign and submit all applicable re-hire forms including, but not limited to, the W-4, I-9, bank direct 
deposit, employee handbook receipts and other documents deemed appropriate within the required time in order to 
continue my employment. 

Employee Signature:______________________________________________Date:_______________________ 

Information below to be completed by an Authorized Company Representative 

Company Name: 

Department: 

Job Title: 

Start Date: 

Pay Information: RATE $  Hourly  Salary Exempt  Salary Non-Exempt 

Normally Scheduled Hours:  to 

Primary Assigned Shift:  First  Second  Third 

Average Hours Per Week:  Full-Time (30+ hrs/wk)  Part-Time (20-29 hrs/wk) 

 On-Call (<20 hrs/wk)  Seasonal/Temporary 

Eligible for benefits after probationary period?        Yes       No 

Signature of Authorized Company Representative  Date 

Attach the completed document along with W-4/State tax forms, direct deposit information and I-9 form. 
Send immediately to ensure timely processing. 
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CM NH/0715  Employee Acknowledgements and Agreements 

EMPLOYEE ACKNOWLEDGEMENTS & AGREEMENTS 

Acknowledgements of Co-Employment Relationship 

I acknowledge and agree that 1) I have been hired as an at-will employee of ContinuumHR which is an employee leasing company, 2) 
there is no contract of employment which exists between me and the client to which I have been assigned (hereafter “my 
company”); and 3) there is no contract of employment between ContinuumHR and me; and 4) ContinuumHR has no liability with 
regard to any employment agreement.  I further understand and agree that my company, ContinuumHR or I can terminate our 
employment relationship at any time as I am an at-will employee. 

I also agree that while I am a leased employee of ContinuumHR, if ContinuumHR does not receive payment from my company for 
services which I perform as a leased employee, ContinuumHR will still pay me the applicable minimum wage (or the legally required 
minimum salary) for any such pay period, and I agree to this method of compensation.  I understand and agree that ContinuumHR 
has no obligation to pay me any other compensation or benefit unless ContinuumHR has specifically, in a written agreement with 
me, adopted the company’s obligation to pay me such compensation or benefit.  I understand that my company at all times remains 
obligated to pay me my regular hourly rate of pay if I am a non-exempt employee and to pay me my full salary if I am an exempt 
employee even if ContinuumHR is not paid by my company.  I understand and agree that ContinuumHR does not assume 
responsibility for payment of bonuses, commissions, severance pay, deferred compensation, profit sharing, vacation, sick or other 
paid time off pay, or for any other payment where payment for such items has not yet been received by ContinuumHR from my 
company.  I have been informed and I agree that if my assignment with my company or any ContinuumHR client to which I am 
assigned ends for any reason, I must report back to ContinuumHR within seventy –two (72) hours for possible reassignment and that 
unemployment benefits may be denied if I fail to do so. 

Employment-At-Will Acknowledgement 

I acknowledge and agree that my employment with ContinuumHR is that of an employee-at-will and as such is entered into 
voluntarily.  What this means is that my company, ContinuumHR and I are free to end the employment relationship at any time, for 
any reason, with or without cause or advance notice. 

I further understand and agree that the employment-at-will status with ContinuumHR may be altered only with the written 
authorization of the President of ContinuumHR.  No one other than the President of ContinuumHR has the authority to bind 
ContinuumHR to any employment contract for any specified period of time with any employee.  If the contractual co-employment 
relationship between ContinuumHR and my company ends, I will no longer be a co-employee of ContinuumHR, however my 
relationship with my company will not change because of the termination of the co-employment agreement. 

Employee Policies Agreement 

I understand and agree that the Employee Policies describe important information about ContinuumHR and my company.  
ContinuumHR and my company have the sole discretion to alter these policies from time to time, with or without prior notice.  
ContinuumHR reserves the right to revise, supplement and rescind or deviate from any policy or provision of the handbook from 
time to time, with or without notice, as its sole and absolute discretion consistent with all applicable federal and state laws.  I also 
understand that the revisions to these policies may supersede or eliminate existing policies and that such changes will be 
communicated through official notices when possible.  While every attempt has been made to ensure that these policies are 
consistent with federal, state and local laws, if any questions occur, the policy will be enforced consistent with the applicable law.  
These policies are not a legal document or an employment contract and may be revised with or without notice.  None of these 
Employee Policies or any individual policies, related practices or guidelines are to be construed as any guarantee of employment, 
employment contract, or part of any employment contract. 

I agree and I have received the Employee Policies.  I further understand and agree that it is my responsibility to read the Employee 
Policies and any subsequent additions or revisions and to abide by the rules, policies and standards set forth in the book.  The 
Employee Policies contains representative summary information about employment policies and practices and not all of the 
ContinuumHR policies are set forth in this book.  Nothing in these Employee Policies alters the fact that all employee of 
ContinuumHR are employed for an indefinite period and that such employment may be terminated at any time, with or without 
cause or notice, at the will of either the employee or the Employer.   








