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SUPERVISOR’S CHECKLIST FOR NEW EMPLOYEES
Note to Supervisor

This checklist has been designed to assist supervisors and Orientation Guides as they orient each new employee to Agency Name            and the Section/Unit      

 FORMTEXT 
     .  It serves as a structure for communicating all relevant Agency and Section-specific policies, administrative procedures, position responsibilities and expectations, and other essential information.

	Employee Name:     
	
	Hire Date:      

	Job Title:     
	
	Position #:     

	Department #:      
Location #:       
	
	Supervisor’s Name:      


	Prior to New Employee’s Start Date 


	Obtain a copy of signed offer/acceptance letter and ensure H.R. office has a copy

	 FORMCHECKBOX 

	Ensure correct position #

	 FORMCHECKBOX 

	Ensure correct hire date

	 FORMCHECKBOX 

	Ensure correct job title

	 FORMCHECKBOX 

	Ensure correct starting salary

	 FORMCHECKBOX 

	Ensure new employee has been scheduled and notified of  new employee orientation date, time and location

	Contact new employee to provide

	 FORMCHECKBOX 

	Starting time/work schedule

	 FORMCHECKBOX 

	Directions to worksite

	 FORMCHECKBOX 

	Parking instructions

	 FORMCHECKBOX 

	Acceptable attire/uniform

	Communicate with staff

	 FORMCHECKBOX 

	Formally announce the new employee’s arrival and responsibilities

	 FORMCHECKBOX 

	Designate an orientation guide and announce to fellow staff members

	Prepare for new employee arrival

	 FORMCHECKBOX 

	Develop a performance plan http://www.delawarepersonnel.com/employee/documents/perform_plan_012006.doc

	 FORMCHECKBOX 

	Schedule time to spend with your new employee during the first week and review work progress

	 FORMCHECKBOX 

	Ensure the set up of the work area/station

	
	 FORMCHECKBOX 
  Arrange for computer and software installation

	
	 FORMCHECKBOX 
 Get computer and system security approvals and access set-ups

	
	 FORMCHECKBOX 
 Arrange for telephone set-up

	
	 FORMCHECKBOX 
  Provide office supplies

	
	 FORMCHECKBOX 
 Arrange for keys, pass code, or access cards

	Other (Specify)

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 
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	Employee: 
	     

	
	

	New Employee’s First Day



	 FORMCHECKBOX 

	Greet new employee, welcome, and Introduce 
 FORMCHECKBOX 
 Staff
	 FORMCHECKBOX 

	Instruct new employee on use of office equipment

	
	 FORMCHECKBOX 
 Orientation Guide
	
	 FORMCHECKBOX 
 E-mail

	 FORMCHECKBOX 

	Provide tour of department/building
	
	 FORMCHECKBOX 
 Internet

	 FORMCHECKBOX 

	Review parking, fleet services, and bus availability
	
	 FORMCHECKBOX 
 Intranet

	 FORMCHECKBOX 

	Review first week’s schedule and meaningful work assignment
	
	 FORMCHECKBOX 
 Voicemail

 FORMCHECKBOX 
 Other electronic communications

	 FORMCHECKBOX 

	Explain where personal items may be stored
	 FORMCHECKBOX 

	Review Severe Weather Conditions and 

	 FORMCHECKBOX 

	Check to ensure HR Office has a signed Acceptable Use Policy, if not obtain signature and submit Acceptable Use Policy to HR Office http://dti.delaware.gov/pdfs/DTIAcceptableUsePolicy.pdf
	 FORMCHECKBOX 

	Emergency Policy 
Provide website to media list http://www.delawarepersonnel.com/closings/media.shtml
Keys, building access cards, etc.

	 FORMCHECKBOX 


	Provide overview of section policies and procedures
	 FORMCHECKBOX 

	Review section policies and procedures 

 FORMCHECKBOX 
 Review call out procedure

 FORMCHECKBOX 
 Review attendance policy

 FORMCHECKBOX 
 Review leave slips

	 FORMCHECKBOX 

	Review Emergency Evacuation Plan 
	
	NOTE to supervisor remember to notify Human Resources when an employee is absent for greater than three (3) days

	 FORMCHECKBOX 

	Schedule time for new employee questions at the end of the day
	
	

	
	
	 FORMCHECKBOX 

	Review agency policies and procedures


	During New Employee’s First and Second Weeks



	Orient new employee to agency
	
	

	 FORMCHECKBOX 

	Identify section goals/mission/vision and relationship to agency
	 FORMCHECKBOX 

	Discuss applicable state, agency, and section policies and processes

	 FORMCHECKBOX 

	Discuss class spec, job description, and any other expectations
	 FORMCHECKBOX 

	Share office resources (e.g., directories, manuals, staff listings)

	 FORMCHECKBOX 

	Identify critical members of the agency
	 FORMCHECKBOX 

	Share organization chart(s)

	 FORMCHECKBOX 

	Discuss confidentiality and ethics
	 FORMCHECKBOX 

	Discuss customer service expectations

	 FORMCHECKBOX 

	Explain work duties of others in the work unit
	 FORMCHECKBOX 

	Share information about coffee funds, sunshine funds, etc.

	 FORMCHECKBOX 

	Explain recognition programs
	 FORMCHECKBOX 

	Schedule time as needed for new employee questions

	 FORMCHECKBOX 

	Send new employee to any applicable computer or process training
	 FORMCHECKBOX 

	Update agency and section directories with new employee’s information

	
	Course Title
	Date 
	Course Title
	Date 

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     


	During New Employee’s First Month



	 FORMCHECKBOX 

	Ensure new employee understands the relationship between the job, the department, and the organization

	 FORMCHECKBOX 

	Set up one-on-one meetings with team members and other pertinent staff members (if applicable)

	 FORMCHECKBOX 

	Meet regularly to answer questions and ensure that new employee is becoming acclimated to department and position responsibilities

	 FORMCHECKBOX 

	Schedule new employee for any applicable learning opportunities

http://www.delawarepersonnel.com/training/index.shtml

	 FORMCHECKBOX 

	Meet with new employee to review performance plan and forward original to Human Resources.
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	Employee: 
	     


	During Your New Employee’s First 3-6 Months


	Meeting Dates
	Meeting Dates
	Meeting Dates

	 FORMCHECKBOX 

	Meet as needed to answer questions and ensure that new employee is becoming acclimated to agency and position responsibilities 
	     
	     
	     

	
	
	     
	     
	     

	
	
	     
	     
	     

	
	
	     
	     
	     

	 FORMCHECKBOX 

	Provide performance feedback
	     
	     
	     


	During Your New Employee’s First 6-12 Months


	Meeting Dates

	 FORMCHECKBOX 

	Continue to meet as needed to answer questions and ensure that new employee is becoming acclimated to department and position responsibilities
	     

	 FORMCHECKBOX 

	Discuss a Career Development Plan 
	     

	 FORMCHECKBOX 

	Provide interim and probationary performance review and submit signed copy to Human Resources 
	     

	 FORMCHECKBOX 

	Celebrate orientation, evaluation, and completion of probationary period!
	     


CONTACT INFORMATION FOR ASSISTANCE
	Human Resource Manager -      

 FORMTEXT 
     
Human Resource Staff – Job Titles – Responsibilities
      --      --      
Human Resource Office
Telephone --      

 FORMTEXT 
     
Address --           
SLC –      

 FORMTEXT 
     
Fax --      

 FORMTEXT 
     


	Human Resource Management

http://www.delawarepersonnel.com/


	Agency --      

 FORMTEXT 
     
Intranet --      

 FORMTEXT 
     


	State of Delaware 

http://www.delaware.gov/



OMB/HRM-10.2008 








        1

