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State of Indiana

New Employee Checklist

Employee ___________________________________   Agency __________________________

Supervisor __________________________________    Department _______________________

	Employee To-Do List

	□
	Find out your Mentor Name, Contact Information ____________________________________

	□
	Find out your Employee identification Number ______________________________________

	□
	Orientation Completed on:________________ Enroll in Benefits by: _____________________

	□
	Schedule Celebration Event Attendance (optional) ___________________________________

	□
	Register for Workplace Harassment training _______________

	□
	Register for Ethics Training _____________ 

	□
	Complete the Information Resource User Agreement Training ___________________

	Topics to be Covered by Human Resources

	· Department of INS I-9 form
	· Copy of Social Security Card

	· State/County Tax Withholding 
	· Federal Tax Withholding

	· Direct Deposit
	· PERF Application

	· First Paycheck date:__________
	· Benefits Effective date: ___________

	· Benefit Enrollment form
	· Student/Disabled dependent verification

	· TaxSaver Plan
	· Health Plans

	· Dental Plans
	· Vision Plans

	· Life Insurance (Basic, Supplemental, & Dependent
	· Flexible Spending Accounts

	· Savings Bonds
	· Open Enrollment

	· Family Medical Leave Act (FMLA)
	· Disability Plan

	
	· COBRA Advisement letter

	Information Available from Online Orientation        *RECOMMENDED  

	· Employee Policy and Procedures
	· Education Savings

	· State Employee Credit Union
	· Public Employees Retirement Fund (PERF)

	· Deferred Compensation
	· Holiday and Pay Schedule

	· (CICS) Central Indiana Commuter Service
	

	Topics to be Covered by Department / Supervisor

	Supervisors: Please review and check off items as you address them with your new employee

	· Clarify terms of employment (probationary period/salary)
	· Building use and access/security

	· Work schedules & Breaks/Overtime provisions
	· Department Safety Plan

	· Time and leave reporting procedures
	· Equipment use and access

	· Types of leave and accrual dates
	· Location of Reference material (if applicable)

	· Requesting time off
	· Telephone use/etiquette/voicemail/directory

	· Job duties and performance expectations
	· E-mail account and usage tips

	· Performance appraisal system
	· Emergency notification information

	· Function of department/Organizational Chart
	· Inclement weather procedures/policies

	· Interrelationships with other departments
	· Emergency evacuation plan

	· Required Training 
	

	

	Employee’s Signature _______________________________________ Date _________________

	

	Supervisor’s Signature ______________________________________  Date _________________

	Copy to Employee


File in Employee 


Personnel File
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