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Employee: _____________________________Division: __________________________Date: _____________
	The manager is accountable for completing this form for each new supervisor.  A copy of this checklist should be given to the supervisor on their first day and used for discussion and reference.  The employee is expected to bring this form to the Agency Supervisory Orientation meeting.


	Tasks to be Completed
	Due By
	Done

	Orientation - Schedule date and time for New Supervisor Orientation meeting with HRM
	Day 1
	 

	Security Access Card - Review access needs, then (ID) complete Access Card Request form if necessary; submit to HRM.  http://www.ncfacilitymanagement.net/billsvcs-forms.htm 
	Day 1
	 

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

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

	Beacon Training - Complete on-line training for Manager Self Service (ESS) link at:  http://www.osc.nc.gov/beacon/training/wbt/mss_menu.html.  
	Week 1
	 

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

	Fiscal Training - Contact Fiscal and attend training on budget approval and DOA Fiscal policy
	Week 1
	 

	Individual Work Plan and Performance Review (Work Plan) - Meet with each direct report, discuss Work Plan, ensure clarity on expected performance & provide copy to employee. 
	Within 30 Days
	 

	New Supervisor Orientation - Schedule meeting through HRM Training Manager for Orientation including: New Supervisor Orientation; Meet with HRM Director, Assistant Director and team members responsible for employee relations, worker's compensation, performance management, and training.
	Within 30 Days
	 

	Worker's Compensation - Discuss supervisor's responsibility in reporting accidents or incidents with HRM
	Within 30 Days
	 

	Time & Leave Management - Discuss supervisor's responsibility in managing time and leave of direct reports; Timesheet approval and release.
	Within 30 Days
	 

	Policy Review Acknowledgement and Training Quiz - employee completes and submits to HRM.    http://www.doa.state.nc.us/hrm/orientation.htm
	Within 30 Days
	 

	Equal Employment Opportunity Institute I - Attend EEOI training by OSP and forward copy of certificate to HRM; http://www.osp.state.nc.us/HRD/traincat/Courses/smd/smd136.html
	Within 60 Days
	 

	Agency Leadership Development Academy - Register for DOA Leadership Development .Academy
	Within 60 Days
	 

	Basic Discipline: Policy and Procedures - Complete the Basic Discipline half day training class provided by OSP. http://www.osp.state.nc.us/HRD/traincat/Courses/hrp/hrp316.html
	Within 6 months
	 

	On-boarding Checklist - submit to HRM  completed form signed by supervisor and manager
	Within 6 months
	 


I certify that I have read and understand all information and requirements related to New Supervisor 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.
_____________________________________________      		_____________________________________________
Supervisor Signature               Date                                       Manager Signature               Date
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