New Employee Checklist
	EMPLOYEE INFORMATION

	Name:      
	Start date:      

	Position:      
	Manager:      

	Hire Documentation

	 FORMCHECKBOX 
 Application 

 FORMCHECKBOX 
 Emergency Contact Form

     Completed  

 FORMCHECKBOX 
 Employee Handbook 
· File Signed Receipt Acknowledgement                                                       


	 FORMCHECKBOX 
 Offer Letter Created
· File signed copy

 FORMCHECKBOX 
 Notify Payroll

 FORMCHECKBOX 
 W4, and I9

 FORMCHECKBOX 
 NYS Withholding Form
	 FORMCHECKBOX 
 Payroll Direct Deposit Form

 FORMCHECKBOX 
 NYS Notice and Acknowledgement of Pay Rate and Payday
 FORMCHECKBOX 
 Create Employee File

· Electronic Copy

· Hard Copy

	POLICIES REVIEW (within first week) 

	· Anti-Discrimination and Anti-Harassment
· Vacation, Holidays, and Sick Leave 

· Performance reviews
· Dress code
· Personal conduct standards
· Progressive disciplinary actions
	· Emergency procedures
· E-mail and Internet use

· Whistleblower Policy

· Vehicle Use Policy

· Security
· Safety


	POSITION AND PAYROLL INFORMATION (First day)

	 FORMCHECKBOX 
 Introductions to other employees.
 FORMCHECKBOX 
 Review initial job assignments and training plans.

 FORMCHECKBOX 
 Review job description and performance expectations.
	 FORMCHECKBOX 
 Review job schedule and hours, including breaks

 FORMCHECKBOX 
 Review payroll timing and timesheet preparation.
 FORMCHECKBOX 
 Performance Evaluation Procedures

	BENEFITS (Within the first week) 

	 FORMCHECKBOX 
 Review Eligibility for Benefits
     and complete necessary

     paperwork
	· Flexible Spending Account (FSA)

· Retirement: Employee Contribution 403 (b) Plan; NY State Retirement

· Group Life Insurance

· Medical
· Dental

· Vision

· Employee Assistance Program

	MISCELLANEOUS 

	 FORMCHECKBOX 
 Tour of Building

 FORMCHECKBOX 
 Keys; Opening and Closing procedures if applicable

 FORMCHECKBOX 
 Purchase requests
 FORMCHECKBOX 
 Telephones
 FORMCHECKBOX 
 Break room and/or Kitchen Facilities 
	 FORMCHECKBOX 
 Computer Login/Email account access

 FORMCHECKBOX 
 Expense reports
 FORMCHECKBOX 
 Office supplies
 FORMCHECKBOX 
 Parking 













Completed:  




Manager



      Date

