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December 22, 2025 
 

To: School Principals 

FR: Anna Schiele 
RE: Request for Employment Information Form for Pre-Employment Screening  

 

In compliance with the newly signed law requiring employers to verify employment history and 
any reports of egregious conduct we have created the attached Request for Employment 
Information Form (PT81). As of January 1, 2026, all school locations will be required to use this 
form as part of the pre-employment screening process for all new hires. 
 

          Action to Take: 
1. All applicants you are considering for employment must provide you with a complete list of 

every school district, county office of education, charter school, state special school, and 
private school that the applicant has been previously employed.  

2. You must provide each school that previously employed the applicant with the Request for 
Employment Information Form (PT81). 

i. Complete the section containing the applicant’s information prior to sending 
it to the responding site (please, refer to the picture included in this memo). 

ii. Include the date you provide the form to the responding site in the box on 
the top right-hand corner of the form (please, refer to the picture included in 
this memo). 

iii. Each responding site will provide the completed form to 
referenceverifications@scd.org. 

3. Email a copy of the Request for Employment Information Form (PT81) to 
referenceverifications@scd.org after providing it to each school so we are aware you have 
begun the process. 

4. Do not proceed forward with the hiring process until clearance is provided from the Safe 
Environment/Lay Personnel Department.  

 
We appreciate your patience and support as we navigate through this evolving process. If you 
have any questions or concerns, please contact the Office of Lay Personnel by email at 
personnel@scd.org or by phone at 916.733.0239. 
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