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CITY OF LANSING

NEW EMPLOYEE ORIENTATION CHECKLIST

Name of Employee:  ______________________________     Job Title:  ______________________________


Department:  _____________________________   Supervisor Name:  ________________  Date of Hire:  _______

Employment Status:
□   Full Time
□   Part Time



In order to avoid duplication of instructions, the information checked off ( ( ) has been given or explained to the employee by Human Resources.

Essential Personnel Forms for ALL NEW EMPLOYEES:
GENERAL

□
Personnel Policies and Procedures

□  
Code of Ethics



Handbook Acknowledgement


□
Oath of Office


□
W-4 Form/K-4 Form  



□
Confidential Agreement

□
Report Child Support (www.kansasemployer.gov)


□
I-9 Form




□
Emergency Notification/Allergies

□
Direct Deposit Form



□
Cell Phone Stipend

□
Substance Abuse Policy/Irrevocable Consent
□
Job Description (Supervisor)

□
EEO/Affirmative Action Form


□ 
Wellness Facility Release Form

□
Sexual Harassment Acknowledgement Form
□
Wellness Facility Rules
COMPENSATION AND BENEFITS
□
Pay Days




□
Summary of Employee Benefits
□
New Hire Salary Form



□
KPERS K-1 Enrollment/Beneficiary Form
□
ADP Log In Information



□
KPERS Supplemental Life Insurance
□
Health/Dental Insurance Enrollment



□
Deferred Compensation Program (ICMA 457)

SAFETY

□
KERIT Safe Worker Agreement


□
Bloodborne Pathogens Exposure Control Plan
□
Injury Reports & Medical Treatment



□
KERIT Orientation Checklist (Supervisor)


□
Hepatitis A & B Vaccine Declination Form or Letter for Health Department
ORIENTATION COMPLETED BY:  Human Resources Signature:  



  Date:  


□ Request email   



□ NIMS Training IS100 & IS700

□ Credit Card 




□ Payroll Calendar/Holiday Schedule


□ Copies of Diploma/GED
□ Add to Phone List





□ Add to Email Group 




□ Website – Staff Directory 


□ Anniversary Gift Card Selection
□ Create Employee ID Card   


□ Evaluation Timeline Spreadsheet


□ ADP Add Policy Assignments/KPERS/KP & F/Time Card Assignment/Add Reset Year for Leave Codes

Videos:

□ Sexual Harassment:  A Common Sense Approach   
□ The Newcomers   
□ KERIT Video






□ MSDS Read It Before You Need It!

□ Remember Charlie   




□ Workplace Violence:  The Early Warning Signs

□ Bloodborne Pathogens: Take Precautions


□ Workplace Ethics

□ Lockout/Tagout Lighting in a Bottle

□ Physical Form   □ Drug & Alcohol Screening   □ Physical/Functional Capacity Testing   □ Background Check
