New Managers/Supervisors Checklist

Print Employee Name: ___________________________________

	Performance Management
	Date Completed

	Performance Appraisal Process

PE1010, PE012, PE016
	

	Disciplinary Process – Warnings / Termination
PE1017, PE021
	

	Training & Development - TCS
PE01, PE02, PE03, PE1008, PE1021, PE003, PE017
	

	NON-Harassment Policy

	


	Compensation & Time Management 
	Date Completed

	Wage Change / Transfer Forms 
PE033, PE015
	

	E-Time (punches, breaks, lunch)

	

	FLSA – Fair Labor Standards Act


	

	PTO Policy – Scheduled/Unscheduled Time - Form 

	

	Attendance Policy & Leaves of Absence


	

	Building Access (Schedules)

	


	Staffing / Recruitment 
	Date Completed

	Recruitment & Hiring Procedure

PE1003
	

	Job Requisition - Approvals

PE014, Job Descriptions
	

	Recruitment Sources – Internal / External


	

	Interviews / Evaluations

PE022, PE023
	

	Pre-Employment Testing


	

	Job Offer – Approvals


	

	Orientation

PE002, PE025
	


	Health & Safety
	Date Completed

	Emergency Action Plan
PE1016
	

	Emergencies / Medical Provider / Incident Reports

	

	Reasonable Suspicion Testing – Drug/Alcohol


	

	Safety Shoes & Glasses (Vouchers)

	

	Hazard Communication

PE1019
	

	Chemicals  - Control – Inventory

PE05, PE030, PE031
	


	Leaves
	Date Completed

	FMLA – Family & Medical Leave Act


	

	Disability

	

	Worker’s Compensation

	

	Military

	

	Bereavement

	

	Personal


	


I acknowledge that the aforementioned items have been reviewed with me.

Employee’s Signature: _______________________________  Date: _________

Print Company Representative Name: _________________________________  
Company Representative’s Signature: ____________________________  
Date Signed: _________
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