SAMPLE I – NEW HIRE CHECK LIST

Attendance Clerk to perform the following:

1. Personnel Liaison (PL)/Supervisor contacts attendance clerk with new hire information.
2. Request the following information from the PL/Supervisor:

· Supervisor’s name 








· New hires name 








· Date of Birth 









· Appointment date\start date 







· RPA # & position number 







· Method of appointment (lateral, list, etc.) 





· New hire or transfer (if a transfer from other state agency include the agency they are transferring from e.g. EDD, FTB, etc.,)





· Cubicle & phone number 







· Application with original signature 






3. Notify (e-mail) the following people with the information from #2. above as follows:

· Personnel Specialist (Personnel Transaction Unit)

· Personnel Analyst (Classification and Pay)

· Personnel Specialist (Personnel Transaction Unit/Certification)

· Cc: Office Personnel Liaison
4. Contact Social Security Administration (SSA) @ 1-800-772-6270 to verify employees Names and Social Security Number (SSN) are correct.  Remember, the SSN is CONFIDENTIAL.  You will be asked to provide the Employer’s Name and Identification Number (State Controller, State of California – 946001347), then you will be asked to provide the following: 

· Security Number

· Last Name, First Name, Middle Name (if applicable)

· Date of birth

· Gender

5. Remind supervisor to do the following: Fill out the “New User Account” form. Return completed form at least (1) week prior to employee starting.
6. Prepare new employee binder and the Appointment Document Checklist package Form DGS OHR 70.  Remember, to look at the front and the back of this form to ensure your packet is complete.  Refer to the Brochures and Forms section to locate all required documents. Include your Office Specific Information such as:
· Ziggurat Access Badge Form

· Parking Garage Information

· E-mail Business Services Section (BSS) with Name Plate request

7. When the employee comes in to complete the paper work, they must also sign the Essential Functions Duty Statement (GS 907T) and Essential Functions Health Questionnaire (STD 910) prior to commencing work.

8. Enter employee’s information into the Activity Based Management System (ABMS) using the Quick Employee Entry Form as soon as possible. You will need the employee’s application in order to complete the form. (see Attachment A) Follow the steps below:

· Log into ABMS
· Double Click on Quick employee entry
· Complete the form

· Click on Save

· Click on Submit

· If employee’s birth date is omitted ABMS will prompt you for it.  Just ignore the message for now
· Upon obtaining the employee’s birth date, enter information into the ABMS
· Remind the supervisor to complete DGS ABMS Security Fiscal Services Profile Request (FS-1) Form and route appropriately. Remember to attach a Document Approval Authorization (DGS-1) if their responsibilities include buyer or approver.
9. Send employee’s application and completed paper work to your Personnel Transaction Specialist.
10. Send e-mail to Personnel Liaison or OTR to have the employee added to any special distribution lists in Outlook. If an internal transfer also have OTR change their Organization Field in Outlook.
11. Add employee to your office Telephone Directory if applicable.
12. Contact your respective Training Coordinator to have employee enrolled in the following training: Meet you at the Crossroads, New Employee Online Orientation, Ethics, and Manager/Supervisor training if applicable.
Attachment A
ABMS/Quick Employee Entry Form Example
Keying in a new employee requires the new employee’s application and RPA #
Required Approvals:

HA/MED Appr:  date of hire (Month\Day\Year)
Oath:  X

19 App: Date (if new hire into department)

19 exp:  Blank

CBID:  (Pull from RPA)

WWG:  2 (DGS Pay Scale has info)

Tenure:  P (Permanent, Intermittent, etc.)
Time-base:  FT (Full Time, Part-Time, etc.)
Organization:  Office of Fiscal Services (example)
Agency:  306 (pull from RPA)
Unit:  243 (pull from RPA)

Class Code:  4567 (pull from RPA)

Serial #:  002 (leave blank or pull from RPA) 
Supervisor:  Type in last name

Upon submitting you will receive e-mail notification of submission.
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