Employee Arrival Preparation Checklist: Hiring Manager

Directions: This checklist is designed to assist with the department’s orientation process. Onboarding is a long-term process that begins before an employee’s start date and continues at least through the first year. This checklist is organized chronologically and helps hiring managers prepare for the arrival of new employees. Once an employee starts, he/she can work together with the hiring manager and an onboarding peer* to complete the checklist. The hiring manager may add additional activities that are relevant to the new employee’s area. Internal transfer employees may omit items that are not applicable.

*An onboarding peer is a peer-to-the new employee who can assist in the onboarding process and be a “go-to” person as directed by the manager.

Pre-Arrival 
	
	
	Who Initiates

	 FORMCHECKBOX 

	OAS sends an announcement via email to the department announcing the new hire and start date
	Human Resources

	 FORMCHECKBOX 

	Confirm offer letter sent to new employee by Office of Administrative Services 
	Human Resources

	 FORMCHECKBOX 

	Call candidate: congratulations and welcome (See Resources)
	Hiring Manager

	 FORMCHECKBOX 

	Print out New Employee Onboarding Checklist, review and customize; review Orientation and Review Period Policy ( See Resources) 
	Human Resources / Hiring Manager

	 FORMCHECKBOX 

	Call and or email to officially welcome the new employee to the Personnel Cabinet after confirmation of acceptance (see Resources) 
	Hiring Manager

	 FORMCHECKBOX 

	Send parking information to new employee (before hired into the KHRIS system). 
	Hiring Manager 

	 FORMCHECKBOX 

	Provide new employee with a contact in the event of a question or issue (included in welcome letter)
	Hiring Manager 

	 FORMCHECKBOX 

	Refer to onboarding schedule for new employee – add other items as needed for your area (see Resources)
	Human Resources / Hiring Manager

	 FORMCHECKBOX 

	Set up time(s) in Outlook within the new employees first 2 weeks to cover items in new employee handbook (see Orientation Checklist in Resources for specific items to cover)
	Hiring Manager

	 FORMCHECKBOX 
  
	Assign mentor for new employee’s first two months (or other determined time) on the job
	Office of the Secretary

	 FORMCHECKBOX 

	Schedule new employee to review new employee information or attend New Employee Orientation 
	Human Resources / Hiring Manager

	 FORMCHECKBOX 
  
	Send new employee (non-merit) application information to fax back immediately to the respective OAS /  HR fax number 
	Human Resources

	 FORMCHECKBOX 
  
	Order business cards and other items (i.e., nameplate, door sign…)
	Hiring Manager

	 FORMCHECKBOX 
  
	Employee set up in KHRIS (i.e., employee ID – set up for payroll, timesheets, benefits…) http://personnel.ky.gov/persadmin/khris/
	Human Resources with Hiring Manager

	 FORMCHECKBOX 

	Contact Systems management for computer, blackberry, phone, email account and other for new employee set up. 
	Hiring Manager

	 FORMCHECKBOX 

	Set up complete for computer, blackberry, phone, email, workroom access, other 
	Systems Management

	 FORMCHECKBOX 

	Contact KSOB Security / Jennifer Fey of new employee. If not at KSOB, please contact appropriate persons (i.e. at KSU, Deferred Comp)
	Hiring Manager

	 FORMCHECKBOX 

	Arrange a welcome meeting / lunch for new employee
	Hiring Manager

	 FORMCHECKBOX 

	Set up meeting with Secretary
	Hiring Manager

	 FORMCHECKBOX 

	Set up photo for extranet – For Personnel Cabinet: https://extranet.personnel.ky.gov/newee.htm 
	Hiring Manager


Day of Arrival – Hiring Manager / Supervisor:
	 FORMCHECKBOX 

	Distribute assigned key and/or access to office

	 FORMCHECKBOX 

	Discuss procedures for scheduling time off and unexpected absences

	 FORMCHECKBOX 

	Meet with Human Resources to ensure all documentation and application are completed 

	 FORMCHECKBOX 

	Review work schedule (compressed work week, flexible work schedule), pay schedule and overtime policy (if applicable)

	 FORMCHECKBOX 

	Introduce to co-workers

	 FORMCHECKBOX 

	Have employee complete “Favorites List” document (see “Resources”)

	 FORMCHECKBOX 

	Give a department tour (place to hang coat, washroom, water fountain, vending machine, pantry/kitchen, refrigerator, emergency exit, parking space)

	 FORMCHECKBOX 

	Remind new employee to complete the online benefits enrollment via KHRIS within the first 31 days of employment (Must have NetID and password)

	 FORMCHECKBOX 

	Set up parking and badge information with Name / Contact information – Each Agency will need to fill this in


Supervisor:

	Within 1st Week


	Communicate Job Expectations and Review Departmental Procedures

	 FORMCHECKBOX 
  
	Review job responsibilities, competencies, and expectations – develop performance plan

	 FORMCHECKBOX 
  
	Review items within employee handbook (see “References” for example)

	 FORMCHECKBOX 
  
	Review performance feedback and appraisal process using Performance Excellence process, visit http://personnel.ky.gov/gsc/empeval/ 

	 FORMCHECKBOX 
  
	Review department’s mission, strategy, values, functions, policies and procedures; cabinet of the department; critical members of the department; departmental staff directory, department calendar, confidentiality of information; emergency regulations, health and safety training, other

	 FORMCHECKBOX 
  
	Review Department Safety Plan 

	Training (as applicable)


	 FORMCHECKBOX 

	Confirm with Department of Diversity and Equality mandatory training (i.e., Anti-harassment and other)

	 FORMCHECKBOX 

	Enroll in Ethics training, if applicable

	 FORMCHECKBOX 

	If new employee is a supervisor that will evaluate merit employees, confirm employee is signed up for Performance Matters training at GSC

	 FORMCHECKBOX 

	KHRIS training. Go to KHRIS online training at  http://personnel.ky.gov/persadmin/khris/ or instructor-led training at _________

	 FORMCHECKBOX 

	Job-related training such as eMars, CICS and the like?

	Within 2 Weeks


	 FORMCHECKBOX 
  
	Overview of budget and finance procedures and policies (if applicable)

	 FORMCHECKBOX 
  
	Completed Performance Plan, if eligible

	Within 1st Month


	 FORMCHECKBOX 

	Review and clarify performance objectives and expectations after the first month

	 FORMCHECKBOX 

	Review orientation checklist – both hiring manager and employee sign

	 FORMCHECKBOX 

	Set up brief meeting with department management / Secretary

	During First 90 Days


	 FORMCHECKBOX 

	Review and discuss the staff member’s performance objectives

	5th and 6th Month 


	 FORMCHECKBOX 
  
	Review performance objectives and progress

	 FORMCHECKBOX 
  
	Discuss training completed and training planned for the future

	Interim / Annual Performance Review 

Performance Management Resources: http://personnel.ky.gov/gsc/empeval/ 

	 FORMCHECKBOX 
  
	Conduct April interim review

	 FORMCHECKBOX 

	Conduct August interim review

	 FORMCHECKBOX 

	Conduct annual performance review

	 FORMCHECKBOX 
  
	Set objectives for the coming year with employee


Once complete, this checklist should be signed by both the staff member and the supervising staff. A copy should be provided to the staff member with the original filed in the department staff member’s file. 

	Employee’s Name (Please Print)
	_________________________________________

	Job Title/#___________________________________________
	Hire Date___________

	Employee’s Signature______________________________
	      Date__________

	Supervising Staff Signature_______________________________________
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