


	Glenn County Health and Human Services Agency
NEW EMPLOYEE CHECKLIST

	Name:
	Supervisor:
	                    Start Date:   /   / 

	Position:
	Unit:

	PRIOR TO START DATE:
	Manager / Supervisor
	Personnel Clerk
	Date Completed

	1.
	Complete the Pre-Hire Tracking List  (send back to Personnel)
	
	
	

	2.
	Obtain NPI # from employee, OR have employee complete a NPI application 

  (For Behavioral Health staff only - send NPI # or NPI Application to Amber Arnold)
	
	
	

	3.
	Send e-mail to IT Help Desk (HSA staff must submit IT Access and Termination form)
	
	
	

	4.


	Salary Action to HHSA Shared Folder, Email to :Teresa Emery, cc. Teresa Chavez
	
	
	

	5.
	Salary Action (Director or Deputy Director to sign and Teresa C. to upload to Personnel shared folder)
	
	
	

	6.
	Complete Salary Action (send Salary Action to Fiscal, enter SSD & CAD staff in to CAMS, e-mail to Dale for HSA staff)
	
	
	

	7.
	Request Access to the Following:

· Physical Workstation (identify work site/location)
· Desk, Telephone, Computer, E-Mail
	
	
	

	
	
	
	
	

	DAY 1:
	Manager / Supervisor
	Personnel Clerk
	Date Completed

	1.
	Benefit Appointment Scheduled with Personnel (within 72 hrs. of start date)
	
	
	

	2.
	Review & Sign New Hire Packet (return packet to Personnel)
	
	
	

	3.
	Quick tour (breakrooms, bathrooms, emergency exit & rally point)
	
	
	

	4.
	Request Key cards (via e-mail to Ernie Peters)
	
	
	

	5.
	Meet and greet people in work area & building
	
	
	

	6.
	Review Duty Statement (required for all HHSA staff)
	
	
	

	7.
	Review Intranet (username and login)
	
	
	

	8.
	Request Strength Finders book via e-mail to Connie Scott
	
	
	

	9.
	E-mail all agency of new employee (Teresa Chavez will forward to appropriate departments)
	
	
	

	10.


	Email to Admin with: Name, Unit, Supervisor, Location, Phone Number and Birthdate
	
	
	

	WEEK 1:
	Manager / Supervisor
	Personnel Clerk
	Date Completed

	1.
	Have employee review unit-specific policies (if applicable)
	
	
	

	2.
	Request Keys   (via e-mail to Dan Green- HRA, or Shannon Morgenroth – HSA)
	
	
	

	3.
	Explain travel and vehicle sign-out sheets (Title 7)
	
	
	

	4.
	Map printers & copiers and provide codes
	
	
	

	5.
	Explain help ticket process and super users
	
	
	

	6.
	Request Cell Phone (if needed, Manager/Supervisor requests via e-mail to Admin)
	
	
	

	7.
	Time Card/Study 

a. Code training
b. Review of policy for overtime, comp, holidays, and flex time
	
	
	

	8.
	Contact SIU Supervisor for Security/Alarm System Orientation (if applicable)
	
	
	

	9.
	Assign the following Target Solutions mandatory trainings (could take up to 14 day for access)
  (to be completed within 30 days of hire):

a. Sexual Harassment Awareness

b. Drug-Free Workplace

c. Workplace Diversity

d. Workplace Violence

e. Preventing Discrimination in the Workplace
f. General Office Ergonomics
g. HIPAA
	
	
	

	10.
	Request Target Solutions trainings from Admin (send request to Admin. Manager via e-mail)
Example: HIPAA for HSA staff, ICS, etc.
	
	
	

	11.
	Request Mandatory Unit specific trainings.  Example: UC Davis Civil Rights, BH Compliance, etc.

	
	
	

	COUNTY ISSUED ITEMS:
	YES
	NO
	INITIALS
	DATE

	1.
	Badge
	
	
	
	

	2.
	Cell Phone
	
	
	
	

	3.
	Keys/Key Card
	
	
	
	

	4.
	Cal Card
	
	
	
	

	5.
	Other (list below):
	
	
	
	

	
	A.
	
	
	
	

	
	B.
	
	
	
	

	
	C.
	
	
	
	


· Original to Personnel Clerk 
· Copy in Supervisor Working  File    
· Return this form to the Personnel Department once completed
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