“NEW HIRE” CHECKLIST
This checklist is provided to assist you in knowing what questions to ask or discuss with your immediate supervisor.
____ 1. Basic sick leave, vacation time, paid holidays, health plans and insurance coverage, travel policy, WRS Investments, can view HR records (will be covered thru HR Office)

 ____ 2. Contract Letter from H.R.
____  3. Leave statements- who do I turn this in to?
____  4. Dept. mission statement 
      ____  5.  Staff ID card (where to get it, when)

____  6.  Mail & document services

____  7.  Inclement weather policy

____  8.  Parking – where do I park?
_____9.  Library resources

____ 10.  Office keys
____ 11. Office supplies

____ 12. Computer/Outlook setup

____ 13. Bathrooms

      ____ 14. Paychecks

____ 15. Telephone – personal phone call policy

____ 16. Normal work day, breaks, lunch hour per unit/dept. hired in
____ 17. Office dress code
____ 18. Office duties

____ 19. Tour/intro to other offices and departments

____ 20. Travel reimbursement
____ 21. Professional Development Grant opportunities offered thru ASC

      ____ 22. FERPA policy (what is this)
____ 23. Introductions to office staff 
____ 24. Annual evaluation process

____ 25. Basic D2L for faculty/staff - through IT
____ 26. Social opportunities (OCW, etc.)
