New Employee Checklist Guide
This checklist is intended to assist the new employee.  All items may not pertain to each employee or their job responsibility.  Discuss these items with your supervisor to determine which items are applicable to your position.

___
Basic Departmental Training

___
Compliance Training 

___
Computer Account Request Form/Non-Disclosure Statement

___
Copy Machine Access Code

___
HRS Forms (see HRS Manual)

___
Lunch/Breaks

___
Office Keys

___
Parking Decal

___
Safety Rules


___
Set-Up Orientation Date

___
Staff Identification Card

___
Staff Introductions

___
Telephone/Voice Mail

___
Tour of Campus/Admin 

___
Unit Reference Materials/Policies/Procedures/Etc.

___
Other (as determined by your supervisor: i.e.; signature authority form, drivers training, uniforms, etc.)
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