

YOUR LOGO/LETTERHEAD

New Hire Employee Checklist (modify to your districts specifics)
Employee: ___________________First day worked: ___________________Position: ___________________

HR  *All items are to be reviewed and/or completed before or during first day worked

· Receive background check authorization and pre-employment drug test (only for safety sensitive positions) authorization
· Complete background check
· Complete pre-employment drug test ONLY FOR SAFETY SENSITIVE POSITIONS!!
· Complete reference check
· Receive signed offer letter
· Inform IT of new hire– confirm with Supervisor if Laptop/Surface or Cell phone is required for position
· Confirm with IT the phone and extension for new hire so as to be put on business cards
· Confirm with Supervisor if credit card is needed 
· Request credit card
· Personnel Action Form completed with applicable signatures

Make employee file folder – all these items are to be completed/reviewed at Orientation

· General information sheet				Completed: _____________________________
· Copy of policy manual					Completed: _____________________________
· Policy manual acknowledgement			Completed: _____________________________
· Review of policy manual 				Completed: _____________________________
· Copy of job description for employee to review/sign	Completed: _____________________________
· I9							Completed: _____________________________
· W4							Completed: _____________________________
· ORG Chart(s)						Completed: _____________________________
· Summary of pay periods/dates				Completed: _____________________________

Benefits
· New employee benefit summary			Completed: _____________________________
· Reviewed all health benefits with employee		Completed: _____________________________
· Received all required application documents		Completed: _____________________________
· Reviewed all additional benefits such as 401K		Completed: _____________________________
· Received all required additional documents		Completed: _____________________________

Time and Attendance
· Complete review of time sheets etc.			Completed: _____________________________

Security
· Provided keys etc.					Completed: _____________________________

Misc.
· DMV check 						Completed: _____________________________
· Required training 					Completed: _____________________________





IT  (to be completed by employee’s first day)
· Computer set up – receive from IT the employee login in information for initial login
· Email set up
· Phone set up
· Laptop/Surface (confirm with Supervisor if employee will need one)
· Cell phone access to email/calendar (confirm with Supervisor is employee will need this)

Additional
· Request new employee be added to any directory	Completed: _____________________________
· Order business cards as applicable			Completed: _____________________________

New Hire Employee Checklist SAMPLE		
