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NEW EMPLOYEE CHECKLIST

This checklist assists departments and employees in familiarizing new employees with 
the work area and department.
Employee name:









Department:










Employee’s first day of employment:







Facilities Orientation



Department/Position Orientation
 FORMCHECKBOX 

Desk Location



 FORMCHECKBOX 

Schedule New Employee Orientation

 FORMCHECKBOX 

Office Tour




 FORMCHECKBOX 

Provide Department Org. Chart
 FORMCHECKBOX 

Introduction to Co-Workers


 FORMCHECKBOX 

Provide Position Description
 FORMCHECKBOX 

Telephone System/Password

 FORMCHECKBOX 

Discuss Training Plan
 FORMCHECKBOX 

Computer Logins/Password(s)

 FORMCHECKBOX 

Discuss how the employee’s position
 FORMCHECKBOX 

Copier/Printer locations



contributes to the overall mission &
 FORMCHECKBOX 

Emergency Exits




vision of the City, Department & 
 FORMCHECKBOX 

Restroom Location(s)



Division
 FORMCHECKBOX 

Bulletin Boards



 FORMCHECKBOX 

Discuss Timecard Procedures
 FORMCHECKBOX 

Office Supplies



 FORMCHECKBOX 

Issue Facility Keys
 FORMCHECKBOX 

Safety Orientation



 FORMCHECKBOX 

Issue Identification Card (if 

 FORMCHECKBOX 

Building Evacuation Procedures


applicable)

 FORMCHECKBOX 

Issue Facility Equipment/Tools (if applicable)







 FORMCHECKBOX 

Issue Employee Uniform (if 

applicable)







 FORMCHECKBOX 

Schedule LPO/PO Training (if









applicable)








 FORMCHECKBOX 

Schedule Purchase Card Training (if









applicable)

 FORMCHECKBOX 

Schedule Supervisor Training for New Supervisors (if applicable)
 FORMCHECKBOX 

If employee is union represented, 

introduce employee to Shop Steward
Employee Signature



 Date:




Supervisor/Dept Director Signature



 Date:













Duke Human Resources –Employee Orientation

www.hr.duke.edu/orientation/


