Supervisor’s

New Employee Check List


	Employee Name
	Position Number
	Effective Date

	Classification
	Supervisor Name

	PERSONNEL
	ORGANIZATION/POLICY/PROCEDURES

	 FORMCHECKBOX 
 Reasonable Accommodations
	 FORMCHECKBOX 
 Current Organizational Charts

	 FORMCHECKBOX 
 Access to Personnel Records
	 FORMCHECKBOX 
 Telephone Procedures

	 FORMCHECKBOX 
 Direct Deposit
	 FORMCHECKBOX 
 Merit Award Suggestion Program

	 FORMCHECKBOX 
 Examination Announcements/JOB’s
	 FORMCHECKBOX 
 Employee Assistance Program (EAP)

	
	 FORMCHECKBOX 
 Computer Security/E-Mail Login

	ATTENDANCE
	 FORMCHECKBOX 
 Smoking Policy

	 FORMCHECKBOX 
 Attendance and Tardiness Policy/Self & Family 
	 FORMCHECKBOX 
 Building Key Card

	Sick, Bereavement, Holidays, Jury Duty, Leave 
	 FORMCHECKBOX 
 Office Equipment/Supplies (Assigned Equip.,  

	of Absence, Personal Holiday
	location copiers & printers)

	 FORMCHECKBOX 
 Work Hours-Including Lunch & Break
	 FORMCHECKBOX 
 Enter into ABMS any State Property, 

	 FORMCHECKBOX 
 Overtime (Mandatory vs. Voluntary)
	Laptops, Phones, Pagers, Blue Cards, etc.

	 FORMCHECKBOX 
 Alternate Work Week Schedules
	 FORMCHECKBOX 
 Work Rules

	
	 FORMCHECKBOX 
 Appropriate Attire

	REFERENCES
	 FORMCHECKBOX 
 Introduction to:

	 FORMCHECKBOX 
 Office Telephone Listing
	Co-workers, Supervisors, Managers, Office Chief,

	 FORMCHECKBOX 
 State Telephone Directory
	Attendance Clerk, Safety Coordinator,

	 FORMCHECKBOX 
 DGS Departmental Manual
	EEO Coordinator, Return-to-Work Coordinator,

	 FORMCHECKBOX 
 State Administrative Manual (SAM)
	Training Coordinator, Transportation Coordinator

	
	

	PERFORMANCE/EVALUATION
	TRAVEL/TRANSPORTATION

	 FORMCHECKBOX 
 Duty Statement/Responsibilities
	 FORMCHECKBOX 
 Parking Information

	 FORMCHECKBOX 
 Probation Report
	 FORMCHECKBOX 
 Authorization to Use Privately Owned Vehicle on 

	 FORMCHECKBOX 
 Individual Development Plan (IDP)
	State Business (STD 261)

	 FORMCHECKBOX 
 Probation Period/Merit Salary Adjustment (MSA)
	 FORMCHECKBOX 
 Transit Vouchers

	
	 FORMCHECKBOX 
 Guaranteed Ride Home Program

	SAFTEY
	 FORMCHECKBOX 
 Taxi Use

	 FORMCHECKBOX 
 Evacuation/Emergency Procedures
	

	 FORMCHECKBOX 
 Safety Team Roster
	FACILITIES/EQUIPMENT

	 FORMCHECKBOX 
 Evacuation Routes
	 FORMCHECKBOX 
 Building Facilities (Exits, Restrooms, Cafeteria,

	 FORMCHECKBOX 
 First Aid/CPR/AED Roster/Kits/Cabinets
	Gym, Break Rooms, etc.)

	 FORMCHECKBOX 
 Office Injury and Illness Prevention Plan
	

	 FORMCHECKBOX 
 Accident Reporting (Personal/Vehicle)
	

	
	

	TRAINING
	

	 FORMCHECKBOX 
 Training Policy
	

	 FORMCHECKBOX 
 Training
	

	 FORMCHECKBOX 
 Meet You At The Crossroads
	

	 FORMCHECKBOX 
 New Employee Online Orientation 
	

	 FORMCHECKBOX 
 Ethics (Classification Specific)
	

	 FORMCHECKBOX 
 Supervisor (40 Hour)
	

	
	


