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New Hire Checklist





 





Employee Information





 





Name:





 





Start date:





 





Position:





 





Manager:





 





Forms and Benefit Summaries





 





 





Employment Application form 





Resume





 





Offer Letter 





Background Check 





References





 





Job Description





 





I





-





9 Form and Document(s) 





State Tax form





 





Federal Tax form 





–





 





W





-





4





 





Payroll Enrollment form/Voided check 





Payroll





 





Information





 





Computer Use and Security Policy 





Personnel Policies Acknowledgement form 





General Information form





 





Confidentiality form





 





Non





-





Compete Agreement 





Password Policy





 





 





Insurance 





Enrollment form





s





 





or Waiver form 





Dental 





 





Flexible Spending Accounts form





 





Other benefits forms 





 





Summary of Benefits and Coverage 





 





Retirement Plan





 





Enrollment form / 401K 





 





Policies and Information





 





Review key “survival” policies





 











 





Employee





 





Handbook





 











 





EEO





 





Policy





 











 





HIPPA Act Rights





 





Notice





 











 





Military Leave Rights





 





Notice





 











 





COBRA





 





Notice





 











 





Anti





-





Harassment





 





policy





 











 





Time/leave reporting





 





policies





 











 





Performance





 





reviews





 











 





Overtime





 











 





Dress





 





code





 











 





Emergency





 





procedures





 











 





FAQ





s





 











 





Personal conduct





 





standards





 











 





Security





 











 





Confidentiality





 











 





Password





 





Policy





 











 





Email and i





nternet





 





use





 











 





Time





 





Reporting





 











 





Org





 





Chart





 





Administrative Procedures





 





Review general administrative procedures





 











 

















 























 











 











 











 











 











 

















 











 





 





 











 











 











 











 





Building access





 





cards





 











 

















 











 











 





Conference





 





rooms





 











 





Expense





 





reports





 











 





C





ommunication 





programs





 





Introductions and Tours





 





Give introductions to staff during tour





 





Tour of facility, including:





 











 





Restrooms





 











 





PPE supplies 





 











 











 











 











 











 











 











 











 











 











 











 











 





Kitchen/Coffee





 











 





Kitchen





 





Duties





 











 





Parking





 











 





Emergency exits and





 





supplies





 











 





Bulletin





 





board





 











 





State and Federal labor





 





laws





 








