DPS Onboarding Checklist and Timeline

This checklist represents the tasks and actions associated with bringing a new employee onboard. Please also follow the division/new hire checklists.
New Employee’s Name:  ___________________________  Start Date: _______________
	Task
	Person Responsible
	Due Date
	Status

	Prior to start date – Offer made & accepted
	
	
	

	Mail Offer Letter
	
	
	

	Set up work area
	
	
	

	Contact IS group to request computer, LAN ID, password, email account, NCID
	
	
	

	Request parking space (if required)
	
	
	

	Request security access badge (if required)
	
	
	

	Enroll new hire in the next Orientation class Orientation Date:_______________
	
	
	

	Employee Start Date – Day 1
	
	
	

	*Complete: I-9, W-4, NC-4, Personal Information Data Form, Direct Deposit Form, Previous Employment Form Deliver all of forms to HR for immediate processing
	
	
	

	Provide and explain new hire checklist
	
	
	

	Provide copy of the job description 
	
	
	

	Explain policies, procedures and work practices (work schedule, tardiness, probationary period, leave, comp time, time sheets, travel and BDAs)
	
	
	

	Tour Office: Explain emergency evacuation plan 
	
	
	

	First Week
	
	
	

	Expect NCID (processed by Department)
	
	
	

	Employee must complete the BEACON Overview, ESS and or MSS online BEACON training courses (logon not required to attend)
	
	
	

	Attend AIDs in the Workplace online training
	
	
	

	Attend Unlawful Harassment
	
	
	

	Attend Email Retention tutorial
	
	
	

	Explain Gift Ban/process certification form
	
	
	

	Explain Division COOP Plan
	
	
	

	Employee should access benefits information on BEACON
	
	
	

	First 30 days
	
	
	

	Supervisor provides job description and implements performance management workplan
	
	
	

	Employee must enroll in benefits choices via BEACON
	
	
	

	Enroll in EEOI (if supervisor/manager)
	
	
	


