
�HYPERLINK "http://www.aphis.usda.gov/mrpbs/publications/new_employee_orientation/index.shtml"�FACILITATOR CHECKLIST for NEW EMPLOYEE ORIENTATION FORMS revised 11/4/2012 This page has been set up as a checklist for the Administrative facilitator or Supervisor who will be guiding the new employee through the New Employee Orientation. ��
�
To Do -Checklist First day of Employment �
�
Employee completes all forms as required:


When you collect the forms from the employee on the first day, review all of them for completeness. Check them off below to ensure you have collected them all and forward them as soon as possible to HR.�
�
New Employee Orientation�
�
Set the employee at a computer that has Internet access and proceed to � HYPERLINK "http://www.kansastag.gov/statehro_default.asp" �http://www.kansastag.gov/statehro_default.asp�   This will open the New Employee Orientation web page.  Select the appropriate orientation depending upon the employee’s status (Full-time Benefit Eligible or Casual/Seasonal Employees (999’rs))


�
�
Forms Checklist �
�
If the employee is eligible for benefits, the employee should print the Health Benefits and Forms Checklist. HINT: It may be helpful for you to print this document so that you have the same instructions the employee used. Please be aware of the deadlines for enrollment – 30 days from start date.  This document identifies the forms that MUST be turned in to complete the New Employee Orientation.





Forms identified on the Checklist (Bolded items MUST be turned in on first day of employment):


Health Insurance Enrollment Form – employee needs to return this form within the first 30 days of employment along with any dependent documentation if needed.


Direct Deposit Form along with either a voided check or deposit slip 


Employee Data Sheet


I-9, Employment Eligibility Verification. Verify the identity documents and complete the Employer information and make a copy of the identity documents (one MUST be a photo ID). 


Designation of Beneficiary


W-4 Federal Withholding Form


K-4 Kansas Withholding Form


Oath of Office: After you administer the Oath of Office, ask the employee to sign this form, and you complete the rest as the Officer


IT Policy


Compensatory Time Agreement


Agreement to Comply


�
�









