EASTERN OREGON UNIVERSITY

NEW EMPLOYEE CHECKLIST

___ 1. Position Description

___ 2. Timesheets


Overtime


Work Schedules

___ 3. Leave: 
Sick



FMLA



Vacation



Personal



Leave Without Pay



Bereavement



Workers Comp

___ 4. Holidays

___ 5. Initial Trial Service

___ 6. Pay rates, increases

___ 7. Performance Appraisal

___ 8. Job Changes/Salary ranges:



Promotion



Transfer

___ 10. OPEU:



Policies and Procedures 

Problems/Concerns - Employee Supervisor

___ 11. Disciplinary Actions/Steps

___ 12. Policies/Guides:



Drug-free Workplace



Ethics Guide



Sexual Harassment



Consensual Relationships

___ 13. Safety/Security



Hazard Communication

___ 14. Staff Rates

___ 15. Tax Deferred Investments

___ 16. Retirement (PERS)

Employee


          Date

Personnel Officer

          Date

