      EMPLOYEE CHECK LIST
                  revised 3-31-05
INTERN/INTERIM/SUMMER/NON-MERIT/MERIT EMPLOYEES
1. _____ Employment forms (W-4, K-4, I-9)

2. _____ Acknowledgement Form

3. _____ Overtime form (If eligible)

4. _____ Welcome Tour of Facilities and staff/Schedule Tour of Capitol
5. _____ Pay days and when to expect first check

6. _____ Timesheet review and instructions

7. _____ Review annual, sick, and comp usage and accruals

8. _____ Time and Attendance Guidelines/Vehicle Guidelines

9. _____ Pone List / Map of 3rd Floor of 1024 Building

10. _____ Telephone Usage 

11. _____ Worker’s Compensation
12. _____ Dress Code (After Implementation)

13. _____ Security Badge

14. _____ Travel Voucher Training/Policies

15. _____ Communication Policy

16. _____ Confidentiality Agreement

NON-MERIT/MERIT EMPLOYEES

17. _____ Employment forms (Health/Life Insurance, Retirement)

18. _____ COBRA letter

19. _____ Back door key

MERIT EMPLOYEES
New employee performance evaluation system form

20. _____                        EMPLOYEE ACKNOWLEDGEMENT


revised 3-29-05
I acknowledge that I have been instructed to visit the following websites:

1. Personnel Cabinet’s website at http://personnel.ky.gov/ and follow the link to PERSONNEL INFORMATION to review the Employee Performance Evaluation System Handbook]  (for merit employees) and the Employee Handbook (for all employees).  Other sites available through the Personnel Cabinet’s website include:

a. Personal Finances

b. Deferred Compensation

c. Click HR (Employee accessible personnel/payroll information)

d. Health/Life/Dental/Vision and Optional Insurance

e. Employees Benefits

f. Personnel memos (i.e. Drug Free workplace)

g. Employee Regulation (i.e. 18A.138, 18A.140)

2. Ethics Commission website at http://ethics.ky.gov/ to review the Laws & Regulations.

3. Finance and administration Cabinet’s website at http://finance.ky.gov/ourcabinet/ and follow the link to INTERAL RESOURCES then to EMERGENCY PROCEDURES to review the emergency procedures for the 1024 Capitol Center East building.

4. Commonwealth Office for Technology website for acceptable use of Internet and Electronic mail (E-mail) resources in state government  at http://gotsource.ky.gov/dscgi/ds.py/Get/File-5282/CIO email internet policy 82502.doc
5. Kentucky Employee Assistance Program (KEAP) which is dedicated to helping employees find solutions to the personal problems that may hinder their effectiveness at work.  The website can be found at http://kygovnet.state.ky.us/personnel/emphb/keap.htm
I understand that it is my responsibility to access the above websites and to become familiar with the above referenced publications and information.  I also have read and understand all items checked on the employee check list.

__________________________  __________________________________  _________

            PRINT NAME


      SIGNATURE  


         DATE

10/25/2005
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