Insert Company Name

New Hire Checklist
	Employee Name:
     
	Hire Date:
     

	Department:
     
	Benefits Effective Date:
     

	Introductory Policies

 FORMCHECKBOX 
 Corporate Values and Corporate Structure
 FORMCHECKBOX 
 Badge/Building Access and Health and Safety Orientation/IIPP
 FORMCHECKBOX 
 IT Orientation (Network, Intranet, Voicemail, Phone)

	Benefits Forms
 FORMCHECKBOX 
 Medical Enrollment (contact carrier)
 FORMCHECKBOX 
 Dental Enrollment (contact carrier)
 FORMCHECKBOX 
 Vision Enrollment (contact carrier)
 FORMCHECKBOX 
 Life/Disability Enrollment (contact carrier)
 FORMCHECKBOX 
 FSA/Section 125 Enrollment (contact carrier)
 FORMCHECKBOX 
 401(k) Enrollment Form (contact plan administrator)
 FORMCHECKBOX 
 COBRA Notice (contact COBRA administrator)

	Employment Forms (Forms in bold are legally required for all California employers).
 FORMCHECKBOX 
 Employment Application and Resume

 FORMCHECKBOX 
 Offer Letter
 FORMCHECKBOX 
 Confidentiality and Proprietary Information Agreement (contact counsel)
 FORMCHECKBOX 
 I-9 Form – Employment Eligibility Verification
 FORMCHECKBOX 
 W-4 and/or DE-4
 FORMCHECKBOX 
 Sexual Harassment Fact Sheet
 FORMCHECKBOX 
 State Disability Insurance Provisions Brochure (DE 2515)
 FORMCHECKBOX 
 Workers’ Compensation Brochure
 FORMCHECKBOX 
 Paid Family Leave Insurance Program Brochure
 FORMCHECKBOX 
 Victims of Domestic Violence Leave Notice
 FORMCHECKBOX 
 Employee and Emergency Contact Information

 FORMCHECKBOX 
 Direct Deposit Authorization (contact payroll administrator)
 FORMCHECKBOX 
 Equal Employment Opportunity Voluntary Self ID
 FORMCHECKBOX 
 Employee Handbook Acknowledgement
 FORMCHECKBOX 
 New Employee Notice (Wage Theft Protection Act)

	


___________________________________




_________________​​​​​Company Signature







Date
Affogato HR Consulting LLC

9/16/19
The above/attached information is not legal advice.  It should not be considered a legal opinion as to which laws apply or as to how any law applies to a particular situation.  Companies or individuals should seek advice of counsel with regards to their particular situation.

