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Employee Onboarding/Orientation Checklist


Upon completion, this form should be signed and dated then stored in the agency personnel file.
	Employee Name:
	     
	PERNR:
	     

	Job Title:
	     
	Date of Hire:
	     

	
IMMEDIATE ACTION

	 FORMCHECKBOX 

	Employment Eligibility Verification Form (I-9) *

	 FORMCHECKBOX 

	KHRIS Work Schedule Request Form (if applicable) *

	 FORMCHECKBOX 

	Outside Employment Form (if applicable) *

	 FORMCHECKBOX 

	Previous Qualifying Service Certification Form (if applicable) *

	 FORMCHECKBOX 

	Tax Forms: State (K-4) and Federal (W-4) * (Also available in KHRIS ESS **)

	 FORMCHECKBOX 

	Benefits- Health/Life: ELIGIBLE?
	https://personnel.ky.gov/Pages/healthinsurance.aspx

	
	 FORMCHECKBOX 
 Yes, enrollment deadline =       (35 days from date of hire). * (Also available in KHRIS ESS)
 FORMCHECKBOX 
 No. Please see- Notice: New Health Insurance Marketplace Coverage Options and Your Health Coverage 

	 FORMCHECKBOX 

	Direct Deposit- Mandatory*/ Enrollment deadline=       https://personnel.ky.gov/Pages/DirectDeposit.aspx

	
EMPLOYEE BENEFITS

	 FORMCHECKBOX 

	Benefits- Optional Insurance Coverage https://personnel.ky.gov/pages/optional.aspx

	 FORMCHECKBOX 

	Benefits- Retirement (Full-time only) https://personnel.ky.gov/DHRA/RetirementInfoNewEmployees.pdf 

	 FORMCHECKBOX 

	Deferred Compensation Authority https://www.kentuckyplans.com/tcm/kentuckyplans/static/Program_Summary.pdf 

	
PAYROLL AND PERSONNEL

	 FORMCHECKBOX 

	Charitable Giving: KECC Pledge Form * https://personnel.ky.gov/pages/give-back.aspx 

	 FORMCHECKBOX 

	FLSA Exempt Test (completed and signed by supervisor once the position is tested, if applicable) *

	
	 FORMCHECKBOX 
Overtime Compensation Election Form (if applicable) *

	 FORMCHECKBOX 

	Payroll Deferral Information (June 30th) https://personnel.ky.gov/Pages/PayrollDeferral.aspx

	OTHER INFORMATION

	 FORMCHECKBOX 

	Emergency Procedures (agency specific)

	 FORMCHECKBOX 

	Employee Handbook https://personnel.ky.gov/Pages/default.aspx (Also available in KHRIS ESS) 
If provided in hardcopy, all documents contained within the links must also be provided.

	 FORMCHECKBOX 

	KHRIS Employee Self-Service / Tutorials https://personnel.ky.gov/Pages/learning-EE.aspx

	 FORMCHECKBOX 

	Tobacco Ban Policy Acknowledgement Form*

	
	Training- Mandatory              https://personnel.ky.gov/Pages/learning-EE.aspx
 FORMCHECKBOX 
Accurate Time Reporting /  FORMCHECKBOX 
Security Awareness /  FORMCHECKBOX 
Overview Exec Br Ethics/  FORMCHECKBOX 
 Agency Specific      

	 FORMCHECKBOX 

	Unemployment Insurance-Benefits Acknowledgement Form* 

Only applicable to employees with the following job title: Secretary, Deputy Secretary, Executive Director, and Commissioner.

	 FORMCHECKBOX 

	“Welcome to State Government” – Employee Reference Guide

	*Indicates a form is to be completed. /** Accessible from the Personnel Cabinet’s website https://personnel.ky.gov. 
I acknowledge that I have received, reviewed and/or completed the above listed information.

	
	
	
	
	

	
	Employee Signature
	
	Date
	


PC/DHRA/DEM

10/17/16

