NEW EMPLOYEE CHECKLIST FOR SUPERVISORS
Before new employee arrives:

___ Set up office space. 

___ Contact CSD for phone and computer access (e-mail account).
___ Contact Purchasing to set up copier code.
On first day:
HR Duties:
___ Make sure employee has completed I-9 and W-4 with HR.
___ Coordinate scheduling of Benefits Orientation with HR.
Office Duties:

___ Introduce in office, building. Show where restrooms are located! 
___ Take them to sign for keys. Share Locking of door, file cabinets, etc.

        Key request form: http://www.usca.edu/Forms/USCAKEYREQUESTFORM.pdf

___ Train on phone (voice mail). Give them a Quick List Directory.

___ Tell them about the Help Desk and printed instructions re: accessing J and K Drives 
        from home and using voice mail. 

___  Show them how to enter their Copier Code and use fax machine.

___ Train on ITAMS: work schedule; OT/Comp time;  AL/SL requests.
___ Discuss Department Office Dress Standards.

___ Discuss Office Standards for cleanliness – desk, break room, common areas.

___ Offer to take employee to lunch!

Campus-wide Duties:

___ Discuss Safety Issues – Workers’ Comp; Emergency Procedures.
___ Take them to University Police for their parking sticker.

___ Demonstrate how to prepare a maintenance (or housekeeping) work request

In first week or so:

___ Review position description. Give employee copy.
___ Prepare EPMS Planning document with employee. Discuss Probationary Period. 
___ Discuss Program Review – Department Goals and Objectives.

___ Review Department/USCA/USC Policies and Procedures on web site.

___ Send them to get ID card. Share its many uses (discount meals, sporting events).

       Need to wait until they are entered into IMS – may take 10 days.

The following as appropriate:

___ Discuss Budget approvals needed to order/spend.

___ Order them a name tag from Trophies Unlimited.
___ Complete paperwork for Purchasing Card.
___ Order business cards.
