	
	Checklist for New Employees


Questions for Your Department
Here is a checklist of items that you can discuss with your new department.  Keep in mind these are only recommendations…you may want to revise this list based on your needs.  

	Your Position

	(
	Appropriate policy manual received (Faculty tenure code, P&A policy manual, Civil Service rules, Union contract)

	(
	Department purpose, program, mission, organizational chart

	(
	Position description and expectations

	Setting

	(
	Building layout, rest rooms, lockers, vending machines, equipment areas, supply areas, break areas

	(
	Keys and/or access cards

	(
	Campus maps, restaurants, recreation facilities, banks, post offices, ATM machines

	(
	Emergency notification, security protocols, school closings

	(
	Parking and transportation services

	(
	Employee assistance program information

	(
	U Employee Wellness Program information

	Department Rules, Policies, Norms

	(
	Address, telephone, name changes

	(
	Online directory suppression

	(
	Hours of work, timecard procedure (if applicable)

	(
	Overtime policy

	(
	Dress code or appearance standards

	(
	Personal phone calls and phone policy

	(
	Department traditions and recognition events/programs

	(
	Departmental policy on celebrations

	(
	Supply ordering policies

	(
	University vehicle and travel policy (if applicable)

	(
	Safety procedures and policies

	(
	Vacation and sick leave

· Holidays

· Absences

· Sick child or other emergency
· When and whom to call

· Record keeping

	Training and Development Plan

	(
	Receive new employee orientation invitation

	(
	Data privacy and HIPAA online training information and schedule

	(
	Key contact people for major job functions

	(
	Customer service training

	(
	Classes/short courses/other resources

	(
	Probationary/tenure period explained (as applicable)

	(
	Schedule for probationary/tenure/performance reviews

	(
	Training questions to be handled by: _______________________

	(
	Regents scholarship

	(
	Assignment of mentor or buddy

	Equipment

	(
	U card and employee ID number

	(
	Equipment checkout and office supplies

	(
	Email address, account information, and training

	(
	Computer password and desk keys

	(
	Voice mail account setup and training

	(
	Technical help number for computer and web needs

	(
	Office/cube nameplate or nametags

	(
	Ergonomics worksite consultation


	
	


