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Supervisor’s Checklist: make a copy for employee; review with employee within first week of start date.  You may maintain this form or email it back to hr@paire.org if you would like the completed form included in the employee’s personnel file.
	EMPLOYEE INFORMATION

	Name:      
	Start date:     

	Position:      
	Supervisor:      

	FIRST DAY

	· Provide time for employee to complete new hire paperwork with PAIRE (Bldg. 101, Room A-2-100).
· Review WOC process & required annual trainings & TB test.  FORMCHECKBOX 
Schedule app’t with Research  FORMCHECKBOX 
done
· Assign "buddy" employee(s) to answer general questions or provide times to meet regularly with employee.

	POLICIES - Encourage employee to review PAIRE Employee Handbook in new hire packet which addresses the policies listed here (supervisor may refer employee to HR for any specific questions)

	· Time and leave reporting
· Overtime 
· Vacation and sick leave
· Holidays

· Anti-harassment policy
· E-mail and Internet use
	· Worker’s Comp-via TriNet

· FMLA/leaves of absence
· Performance reviews-annual
· Dress code Personal conduct standards
	· Confidentiality, if required for position

· Emergency procedures
· Visitors
· Security/Safety

	ADMINISTRATIVE PROCEDURES - Review general administrative procedures.

	· Office/desk/work station location

· Keys – how to access building/lab

· Mail (incoming and outgoing)

	· Shipping process, if required 
· Purchase Orders: PAIRE/VA/SU
	· Telephones – passwords needed
· Picture ID badges – with WOC appt.
· Office supplies – if need any



	INTRODUCTIONS AND TOURS Give introductions to department staff and key personnel during tour of
facility.

	Tour of facility, including: 
	· Restrooms
· Mail room
· Copiers
· Fax machines
	· Bulletin board
· Parking
· Printers
· Office supplies
	· Kitchen, if applicable
· Coffee/vending machines
· Cafeteria/Canteen
· Emergency drill procedures/exits

	POSITION INFORMATION

	· Review job description and performance expectations and standards.  Discuss any training plans.

· Review job schedule and hours of operation for office/lab
· Review timesheet/leave report submission
· Review PAIRE policies and procedures regarding taking time off, calling in late/sick, & Leaves of absence

	COMPUTERS VA regulations re: passwords; external drives; laptops; computer ports should be reviewed

	Hardware and software reviews, including: 
	· E-mail
· Intranet
	· Operating  System

· Data on shared drives
	· Databases
· Internet


Date Checklist Completed:     






Employee’s Online Resources: 
PAIRE website:

www.paire.org
TriNet website:

www.trinet.com
VA Research website: 
https://www.rdispaloalto.net/vapahcs/servlet/Pinsite 
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