New Employee Arrival: Employee
	1st Day

	 FORMCHECKBOX 

	Go to your Human Resources office to complete necessary paperwork, such as the W-4, I-9, Personal Data Form, sign Employment Application (if needed), receive Employee Handbook, benefits packet, other

	 FORMCHECKBOX 

	Confirm email, computer, KHRIS and other work-related system access

	Within 1st Week

	 FORMCHECKBOX 
  
	Confirm to Supervisor badge, email, phones, computer and other items are functional

	 FORMCHECKBOX 

	Confirm to Supervisor benefits and other forms needed to submit to KHRIS or Human Resources are complete 

	Training (as applicable)

	 FORMCHECKBOX 

	Confirm with your manager that mandatory training (i.e., Anti-harassment and other) is scheduled

	 FORMCHECKBOX 

	Enroll in Ethics training, if applicable

	 FORMCHECKBOX 

	If you are a supervisor that will evaluate merit employees, confirm 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?

	 FORMCHECKBOX 

	Other workshops and trainings identified by agency / cabinet

	 FORMCHECKBOX 

	Other workshops and trainings available at GSC: http://personnel.ky.gov/gsc/empdev/ 

	Within 2 Weeks

	 FORMCHECKBOX 

	Schedule weekly or monthly meeting to touch base with supervisor


