Preparations Prior to Arrival of New Employee
	Introduction
	This document delineates the steps necessary to enable a new PPO employee to be their first day with phone and computer access. 


	Responsibility
	The manager or supervisor should start the preparation five working days prior to the arrival of the new employee.  


	
	


	Before you begin
	[Explain what the reader should do to prepare to perform the task.]


Continued on next page

Preparations Prior to Arrival of New Employee, Continued

	Warnings [or Cautions, or Guidelines]
	[Explain what the reader should or should not do to perform the task correctly or safely.]


	Procedure
	Follow the steps in the table below to prepare for a new employee.
Step

Action

1
Complete the on-line OTR Account Request and send to OTR five working days prior to employee’s arrival. Access this file through: http://its.dgs.ca.gov/Howto/neweesetup.htm 

See attached instructions for completing this on-line 3 page form.
2
Have Kris Burkhartsmeier draw office supplies, see attached list of Supplies a New Employee will Need. 
3
Notify Theresa Campbell 
 


	Related resources
	[Identify additional information or resources that explain the task.]


Supplies a New Employee will Need

1. Pencils

2. Pens – blue, red, black

3. Highlighters – yellow and assorted colors

4. Post it notes – small, medium, large

5. Telephone and line
6. Computer-monitor, CPU box, keyboard, mouse, cables 

7. Wire desktop organizer racks

8. Telephone message pad 

9. Paper-

· Yellow tablets 

· White scratch paper

10. Telephone book yellow pages  (optional)

11. Calculator (optional)

12. Scissors

13. Pins-straight (non and colored), push, clip, alligator and T pins

14. Shelves

15. Keys to drawers

16. Scotch tape and dispenser

17. Hanging file folders frame (two or more)

18. Hanging file folders (3 dozen or more)

19. Ruler

20. Manila file folders (1 dozen)

21. Small, medium, large binder clips

22. Organizer for pens (optional)

23. Paper clips-large and small (optional clip holder)

24. Rubber finger 

25. Stapler and staples

26. Stapler remover 

27. Two chairs-one ergonomic with wheels and one for visitors  

28. White board, erasable marker and eraser

29. Lamp (optional)

30. In-box-two or three tier 

31. Two or more plastic drawer trays (desk organizers)

See Theresa Campbell for the telephone or chair. See the department health and safety officer (Debbie DeAnda) for an evaluation if an ergonomic chair is required.
