NC Department of Administration

                               Employee On-boarding Checklist              

                                                                                                                                                                                 Revised 8/2015
Employee Name: 












Division: 







Hire Date: 





	The supervisor is accountable for completing this form for each new employee.  Items on the list may be assigned to others such as, HR Contacts, Lead Workers or directly to the new employee.  A copy of this checklist should be given to the employee on their first day and used for discussion and reference.  

The supervisor/Personnel Contact is accountable for submitting a signed copy of this form to HRM no later than 30 days from the hire date.

	Tasks to be completed
	Due by:
	Done

	Start Date - HRM sends official job offer letter to employee.  Division contact confirms start date, time and location with employee.
	Pre-Arrival
	 

	Work Station - Assign office location, order supplies, name plate, business cards, etc.
	Pre-Arrival
	 

	NCID and Email set up - Submit a ticket to ITS at its.incidents@its.nc.gov to request an NCID and Email account for new hire; if employee is transferring from another agency, let DOA-MIS know to transfer  NCID from previous agency.
	Pre-Arrival
	 

	Computer and Telephone set up - Submit a separate ticket to ITS (same email as above) to request a new computer or update existing computer to have appropriate access to network drives and to assign employee's name to the telephone extension.
	Pre-Arrival
	 

	Parking Space - Contact DOA Parking Coordinator (Cindy Olsen) to request a parking space.
	Pre-Arrival
	 

	Have "Phase II" paperwork package ready for employee to complete on first day.
	Pre-Arrival
	 

	
	
	

	Orientation - Notify employee of New Employee Orientation date, time and confirm with HRM.
	Day 1
	 

	Phase II Paperwork - Employee to review and complete.  Division contact delivers to HRM office.
	Day 1
	 

	Probationary Appointments only - Supervisor explains the probationary period is 24 months and is an essential extension of the selection process providing time for effective adjustment of the new employee.  
	Day 1
	 

	NCID login - Employee to log in to NCID site and change password.

	Day 1
	 

	E-mail Usage - Assign and complete ”Managing Your Inbox:  E-mail as a Public Record” online course as a requirement of using e-mail.  Provide HRM with copy of certificate. (http://www.history.ncdcr.gov/SHRAB/ar/tutorials/tutorial_email_20120501/index.html)
	Day 1
	 

	Security Access Card - (ID badge) Complete the Access Card Request form and submit to HRM Office (Susan Pait).  Form located online: http://www.ncfacilitymanagement.net/billsvcs-forms.htm 
	Day 1
	 

	Dress Code - Review work unit specific attire.

	Day 1
	 

	Work Schedule - Discuss attendance, time entry (via ESS), payroll frequency and Holidays.

	Day 1
	 

	Leave Requests - Discuss procedures for requesting leave (vacation, sick, community svc, scheduled appts, etc) & adverse weather.  Include planned and unexpected leave. 
	Day 1
	 

	Overtime - Discuss policy regarding overtime (i.e. compensatory time) based on FLSA exempt/ non-exempt status.
	Day 1
	 

	
	
	

	Contact Lists - Provide division employee list and related office contact information (i.e. names, positions, e-mail, phone, courier box, mailing address, etc.).
	Week 1
	 

	Computer Equipment - Ensure computer is set up and established access to email, calendar, remote access, and other application systems are available as appropriate.
	Week 1
	 

	Benefits via Beacon - Complete on-line training for Employee Self Service.  Employee to review benefit information and sign up for benefits via ESS (within 30 days of hire date).  Note: Additional benefit information is also provided during New Employee Orientation.
	Week 1
	 

	E-Procurement Login - For positions responsible for procurement, contact Fiscal Management/Purchasing to secure access to e-Procurement.
	Week 1
	 

	Secondary Employment - Review, complete and submit form for approval as appropriate.
	Week 1
	 

	Safety Preparedness - Review fire and disaster preparedness protocols, emergency and safety procedures.  Identify emergency exits, fire extinguishers and other safety equipment (i.e. first aid kit).
	Week 1
	 

	Mail Handling Precautions - Review and complete procedures and rules for handling suspected tampered mail.
	Week 1
	 

	Worker's Compensation - Discuss the procedure for reporting accidents or incidents to HRM regardless of whether an employee is hurt.
	Week 1
	 

	
	
	

	Strategic Plan - Discuss divisional goals, measures and initiatives.  Discuss how employee's position contributes to achievement of the division's Strategic Plan. 
	Within 30 Days
	 

	Individual Performance Plan (Work Plan) - Meet with employee to discuss and complete the NC VIP Performance Plan for the remaining fiscal year. 
	Within 30 Days
	 

	Individual Development Plan - Incorporate as part of the Work Plan.  Establish procedure for requesting training and related development resources.
	Within 30 Days
	 

	Safety Training - Assign job specific/ required training as appropriate.
	Within 30 Days
	 


I certify that I have read and understand all information and requirements related to New Employee On-boarding.  I understand that this is a 'phased-in' process where information has been received over a period of time.  I will be an active participant in this process and will seek the knowledge necessary to be an effective contributor within the organization.  

Employee Signature               






Date



Supervisor Signature







Date
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