
proPartnerships  
SUMMARY OF FORMS TO BE COMPLETED FOR EMPLOYMENT APPLICATION 

 
Employer Name: _________________________Date:__________________ Applicant Name:______________________________________ 
 
       Please Note: To avoid delayed processing, please use blue or black ink and be certain all forms are signed before submitting to proPartnerships. 
   

Form Title  Additional Required              
Documents to include 

Date 
received Who Keeps this Form? proPartnerships 

      Receives? 
proPartnerships Info &  

Employment Application   Employer Yes 

BHDDH DSP acknowledgement form   Employer Yes 
Technical Bulletin: Requirements for 

Employment as Direct Support Professional 
  Applicant No 

SUPPORT STAFF TRAINING LOG 
(EMPLOYER LIST RELEVANT TRAININGS)   Employer Yes 

Employee Emergency Contact List   Employer Yes 

Mandatory Reference Check 
(Employer fills this out, NOT proAbility) 

  Employer Yes 

How to obtain a BCI 
BCI  

(ORGINAL FORM 
ONLY) 

 
Employer Yes 

Form I-9: Page 1, Section 1 only 
Important: Section 2 is completed and signed by 

proPartnerships, not Employer 

Acceptable ID 
1 from List A OR 1 each 

from Lists B and C of 
 I-9 list 

 Employer 
 Yes 

DL/INSURANCE AUTHORIZATION 
 

a) DRIVER’S LICENSE 
b) AUTO INSURANCE 
c) VEHICLE INSPECTION 
d) REGISTRATION 

 
Employer Yes 

VEHICLE WAIVERS- only if applicable   Employer Yes 

CURRENT FEDERAL & RI W-4   Employer Yes 

CURRENT PAYROLL SCHEDULE   Employer No 
EMPLOYEE TIMESHEET   Employer No 

DIRECT DEPOSIT FORM & BANK INFO 
Voided check OR 
other bank account 
verification 

 
Employer Yes 

Employee Relationship Disclosures   Employer Yes 
Employee Acknowledgement  

 Of Non-Allowable Costs  
  Employer Yes 

PAYROLL STATUS/CHANGE FORM 
(Employer must sign & list starting pay rate) 

  Employer Yes 

CONFIDENTIALITY  STATEMENT    Employer Yes 
RI DEPT OF LABOR HANDBOOK RECEIPT   Employer Yes 

FLYERS: 
1)  DISQUALIFYING BCI INFO 
2) INCIDENT REPORTING  
3) FIRE SAFETY 
4) IRS NOTICE 797 

  
Applicant No 

FLYER RECEIPTS SUMMARY   Employer Yes 
     Revised 7/26/24 SRJ 
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