Oregon Military Department

Employee Orientation Checklist


Employee _______________________________________ Date _____________________________________
Section/Unit _____________________________________
Supervisor ________________________________

Initial after each item is presented. Some items are provided in hard copy. Information for other items can be located on-line. On-line enrollment is preferred for insurance benefits and other optional program registration, except during open enrollment for a new employee. You have permission to use your work computer to access orientation information and to complete necessary forms. In the event you have difficulties accessing items on the computer, your supervisor or the Personnel Office can provide you with printed copies.

In addition to this document you will be provided an Employee Information Sheet. As you go through the orientation with your supervisor or designee, this sheet will give you more information about each item, such as website addresses and general information.
	ITEM
	INITIALS
	DOCUMENT DISTRIBUTION

	1. Employee Emergency Information Record 

	
	Supervisor keeps a copy and sends the original to Personnel

	2. Position Description


	
	Supervisor (and employee) keep a copy and sends the original to Personnel

	3. I-9 Employment Eligibility Verification (MUST BE COMPLETED ON OR BEFORE THE FIRST DAY OF WORK)
	
	Supervisor sends to Personnel through secure mail or by fax 503-584-3556
(Do not copy identification used, do not keep copies of Form I-9.)  

	4. W-4 Withholding Allowance Certificate


	
	Supervisor sends to Personnel
(Do not keep copies)

	5. PERS and OPSRP Designation of Beneficiary Form 
	
	Employee completes form and sends to Personnel (must be signed by member, may need spousal consent, or be notarized)

	6. EEO Self-Identification Form 


	
	Supervisor sends to Personnel
(Do not keep copies)

	7. Electronic Funds Transfer 

Direct Deposit or Pay Card Form  


	
	Supervisor sends to Personnel
(Do not keep copies)

	8. Policies (with signature sheet)

	
	Supervisor sends to Personnel

	9. PEBB Benefit Enrollment Insurance  

	
	Employee completes online

	10. Employee Timekeeping

	
	Informational for the Employee

	11. Paycheck Stub Information

	
	Employee registers online for E-Paystub

	12. Sick Leave
	
	Information for Employee

	13. Vacation Leave


	
	Information for  Employee

	14. Personal Business Leave


	
	Information for  Employee

	15. Holidays and Special Day of Leave 
(often called Governor’s Leave)
	
	Information for Employee

	16. Employee Assistance Program

	
	Information for Employee

	17. Wellness and Safety


	
	Information for Employee

	18. Orientation to Section and Workspace
	
	Information for Employee

	19. Agency and Unit Expectations
	
	Information for Employee

	20. Collective Bargaining Agreements (CBA) AFSCME or IAFF(if applicable); Union Dues and Fair Share (if applicable); Meeting with Union Representative (if required by the CBA for represented employees)

	
	Information for Employee

	21. Location of state Human Resource Management policies (if applicable)
	
	Information for Employee


Employee’s Signature ________________________________________Date__________________________

(My signature indicates the above information was presented to me. I had the opportunity to review the information and have my questions answered. I understand items in the orientation may be subject to change depending on changes to policy, rules, laws and Collective Bargaining Agreements.)  

HR or Supervisor’s Signature _________________________________Date___________________________

(Instructions for Supervisor: Forward completed checklist to Personnel. Instructions for HR: The completed checklist goes into the employee’s Personnel File. Send forms to areas indicated in the distribution column. Give the employee a copy of the completed checklist.)

Important Phone Numbers








Supervisor: ___________________________





Payroll:    503-584-3880  -or-  503-584-3876


      Fax:     503-584-3050





Personnel Office:  503-584-3588


                        Fax:  503-584-3556











PAGE  
Updated 12012016


Page 1 of 1

