Employee Orientation Checklist

A. Responsibility: THE PERSONNEL/HR OFFICE
Before the employee reports: An employment packet consisting of the following documents can save time for the supervisor and the new employee.  The new employee will be able to arrive on the first day with a well-defined picture of the new job and workplace.  Employment forms can be filled out and insurance decisions can be made at home with the new employee’s spouse before the first day of work.  

_____
Mail employment packet to new hire, containing: 

_____
Signed offer/acceptance letter

_____
W-4 – Current Year

_____
G-4 – Current Year

_____
I-9 Verification

​​_____ Supervisor's name

_____ Hours of work

_____ Leave procedures

_____
Enter Pay document

_____
Security Questionnaire/Loyalty Oath

_____
Employee Statement of Health form

_____
Subsequent Injury Program form

_____
Outstanding Wages and Other Monies Beneficiary form

_____
FLSA Understanding form for signature

_____
Current Plan Year Health Insurance Cost List

_____
State Health Benefit Plan Membership form or _____ Declination Form

_____
HMO Enrollment Supplement

_____
Employees’ Retirement System Membership form

_____
Benefits enrollment booklet

_____
Employees’ Retirement System booklet

_____
Flexible Benefits video

_____
Drug Free policy

_____
Sexual and Other Harassment policy

_____
Internet and Email policy

_____
Political Activity policy

_____
Media policy

_____
Deferred Compensation

_____
401 (K)

_____
Parking

_____
MARTA

_____
Credit Union

_____
Life and AD&D booklet

_____
Disability Plan booklet

_____
Spending Accounts booklet

_____
Beneficiary Election form

_____
Dental Plan booklet



_____
Explanation of security procedures

_____ Emergency Contact Information

_____ Code of Ethics

_____
Create personnel file to include application for employment.  The file should be ready to receive the documents from the employment packet.

B. Responsibility: NEW EMPLOYEE’S DIVISION/WORK UNIT
Before the employee reports:

The arrival of a new employee is an event of significance in the work unit.  Preparation should communicate this significance to the existing staff as well as to the new employee.  The items on the checklist below are designed to aid the supervisor in accomplishing a smooth assimilation of the new employee into the unit both professionally and personally.

_____
Prepare the new hire’s workstation.  

Equipment and supplies should be present and in working order.  At a minimum, the employee should have everything necessary to accomplish the work expected during the first week.


_____
Inform the staff of the new hire.  

Make sure the new person’s name, title, and job responsibilities are made clear to everyone to avoid misunderstanding and to clarify any aid that each member of the staff can give the new employee.

_____
Appoint an experienced employee to act as Orientation Guide.
The Orientation Guide acts as mentor, accompanies the new hire to lunch on the first day, and helps to orient the employee to the unit and the agency.  A mentor who is experienced in the work can relieve the supervisor of the necessity to be constantly available to answer first-week questions.  Questions about task procedure and office routine are often answered more quickly and clearly by the new hire’s peer.


_____
Establish training timeframes and resources.
Clearly schedule all required formal training; make sure that definite times and locations are indicated.  Outline all informal “on-the-job” training with regard to purpose and timeframe.  Prepare any job aids that can be helpful and have them present and ready for demonstration and use.


_____
Review the job description to target development in skills, functions, and tasks.
Clearly delineate any development plan that the new hire will be expected to follow.  Include the purpose, the outcomes expected and the projected timeframe.  If the employee will be expected to attend classes away from the unit workplace, include a schedule and location.


_____
Create an agenda for the new employee; give a copy to the Orientation Guide.
Include all orientation events and considerations from the arrival on the first day until the new employee is fully integrated into the work of the unit.  Indicate the items for which the Orientation Guide will be responsible.


_____
Prepare an introductory PMF and an explanation of the process.
Include the essential elements of the job.  Prepare to explain the Georgia Performance Management Process in full.  Indicate how the new employee will be instructed in carrying out the essential responsibilities and how progress will be observed for the first few weeks.


_____
Arrange some work for the employee to do on the first day.
Select tasks that are indicative of the employee’s abilities.  The new employee will feel some accomplishment and any major problems with task fulfillment will become apparent as soon as possible.

C. Responsibility: THE PERSONNEL/HR OFFICE
When the new employee reports: The Personnel/HR Office should be the reporting location for all new hires.  Orientation into an agency should include all new hires, not just certain groups.  Don't wait to hold an annual orientation for new employees; welcome them as they arrive and be prepared to answer any and all questions -- from benefits information, flexible work schedules, etc.
_____
Welcome the employee and discuss the agenda for the day

_____
History and general information about the agency

_____
Philosophy

_____
Goals

_____
Profiles of agency customers

_____
Products/services offered and how they work

_____
How the agency is funded

_____
Competitive products/services


_____
Explain the Performance Management System

_____
Discuss terms and conditions of employment


_____
Job title

_____
Payment of salary – when and how

_____
Payment of overtime

_____
Salary increases

_____
Pension plan

_____
Professional development and career advancement opportunities

_____
Disciplinary system/equitable treatment

_____ Show orientation video, "Finding Your Place in Georgia State Government"


_____
Provide and review the employee handbook and the organization’s brochures

_____
Changes in personal information

_____
Go over benefits package, including:

_____
Life

_____
Dental and medical insurance

_____
Long and short term disability coverage

_____
AD&D insurance

_____
Discuss annual and sick leave

_____
Holidays

_____
Disability leave

_____
Family and Medical Leave

_____
Military duty

_____
Jury duty

_____
Disability leave

_____
Inclement weather days


_____
Review the “employment at will” policy and have employee sign the form if applicable

D. Responsibility: THE DIVISION/UNIT
When the new employee reports:

The following objectives should be accomplished by the supervisor:

_____
Introductions to division coworkers, contacts in other divisions, management:

(Include, at a minimum, the Orientation Guide, support staff and any individuals with whom the employee will work.)

_____
Go over the Performance Management Plan.  (Explain and assure understanding of the

Georgia Performance Management Process.)

_____ Rating period

_____
Job responsibilities/expectations: Give special attention to monitoring 

procedures, measurable expectations and any critical responsibilities

_____
Tell the new employee when to expect the first performance review

_____ Have the employee sign the plan

_____
Explain how the job fits the unit’s and the organization’s missions.

_____
Clarify expected work habits and ethics

_____
Present and explain the ethics policy 

_____
Clarify professional development and career advancement opportunities

_____
Explain and assure understanding of financial rewards


_____
Clarify annual and sick leave policies

_____
Explain how personal emergencies are handled

_____
Explain the inclement weather policy

The following objectives may be accomplished by the supervisor or the Orientation Guide:
_____
Tour of building:

_____
Credit union

_____
Cafeteria and alternative lunch options


_____
Take the new employee to lunch with Orientation Guide and others

_____
Snack bar (explain any special circumstances)

_____
Gift shop

_____
Post office

_____
Tour of work site:

_____
Copy machine

_____
Fax machine

_____
Bathrooms

_____
Water fountain

_____
Bulletin boards

(Add any other points that are necessary or advantageous to the new employee.)

_____ Tour of personal work space:

(Point out all equipment and supplies that will be used regularly.  Orient the new employee’s space with regard to the rest of the building.)

_____
Explain how to order supplies

_____
Explain how to submit expense reports

_____
Show the new employee the supply stores

_____
Demonstrate the telephone/intercom system

_____
Introduce the work that was prepared for the employee to accomplish on the first day


_____
Assist in the production

_____
Coach if necessary

E. Responsibility: THE DIVISION/UNIT
Longer-term orientation items (This is a checklist to help the supervisor make sure that the new employee understands the necessary items that have been covered during orientation.  It should be completed by the supervisor after the first two weeks):

1. Scheduled work time: _________a.m. to __________p.m. (discuss flexibility, overtime 

rules, lunch period, break times, comp time)

2. Person to call if late or absent: ____________________ Call no later than _______a.m.

3. Explain policies regarding:

_____
Punctuality

_____
Personal appearance and dress

_____
Importance of good attendance

_____
Entrance to facility off hours

_____
Parking

_____
Personal calls (local only, NO long distance)

_____
Smoking

_____
Eating at workstation

_____
Responsibility for good housekeeping

_____
Proper method of answering phones

4. Review policy manual (let employee read at their leisure) and discuss the following: 

_____
Office Practice/Work Rules

_____
Partnership for a Smog-Free Georgia

_____
Security Info, GBA security hotline

_____
Procedure in case of fire, location of fire extinguishers

_____
Location of first aid kits

_____
Emergency shutdown of facilities

_____
Opening and closing procedures

_____
E-mail Use/Internet Use/Protocol

_____
General operating procedures

_____
How work is assigned

_____
Importance of safety on the job

_____
Reporting work-related injuries/illnesses

_____
Initial training agenda

_____
Where/when training will take place

_____
Performance benchmarks

_____
Quantity and quality standards


_____
Introduction to management


_____
Manuals, literature, reading material

5. Computer applications:

_____
Microsoft Outlook (including contacts and calendar)

6. Correspondence

_____
Discuss agency and departmental correspondence procedures 

_____
Give employee a copy of Commissioner’s Office correspondence procedures 

7. Equipment

_____
Instruct employee on the usage of copiers and fax machines

_____
Personal calls, when necessary to be made, must be brief

8. FLSA Status:

_____
Exempt

_____
Non-Exempt

9. Training

If this employee is a supervisor, has s/he completed or been scheduled for:

Performance Management Training?
_____
yes
_____
no

Discipline policy training?


_____
yes
_____
no

10.  Discussion topics for the end of the first week:

_____
Progress to date

_____
Employee’s questions/obstacles

_____
Job training schedule adjustments, if needed

_____
Different agency functions

_____
Role of department in organization

_____
Safety policies

_____
Safety training

_____
Evaluation format

_____
Scheduling

_____
Pay administration practices

11. Discussion topics for the end of the second week:

_____
Progress to date

_____
Brief review of all first-day and first-week discussion items

_____
Employee questions, comments, observations

When completed, please sign below, make copies for employee and supervisor, and return

to Personnel for inclusion in the personnel file.

Employee:

I have discussed the items contained in this document with my supervisor.  I understand that

it is my responsibility to abide by the rules and regulations of the <enter agency name>.

_______________________________________________
_______________________________

Employee






Date

Supervisor:

I have discussed the above items with the employee named above.

_______________________________________________
_______________________________

Supervisor






Date










1

