TO:
DEPARTMENT HEADS 

FROM:
GARY D. ENGEL, Human Resources Manager

DATE:
March 8, 2011
SUBJECT:
Employee Processing Checklist

This checklist was developed to enhance employee processing and provide a framework from which departments could develop their own in processing checklists.  

The departments, Human Resources, Information Technology, Auditor, General Services, and the Recorder’s office complete many tasks to process employees as they enter, leave, or are transferred internally. The purpose of this checklist is to identify those tasks, track new employee status in the process, and allow internal County agencies to process employees in a more proactive and efficient way.

Utilizing this checklist or developing department-specific checklists will result in greater employee satisfaction, better service, and less time spent looking for information and reacting to critical timelines.

	
	Departmental Checklist
	

	Incoming or Exiting Employee Processing   



	Facilities  Services from General Services  (666-8116)

Completed               

	Item No.
	Activity
	Yes
	No
	N/A
	Date/Sig

	
	Incoming Employee
	
	
	
	

	1
	Request key or card lock access (incl. hours of access)
	
	
	
	

	2
	Request secure area identification card
	
	
	
	

	3
	Request/schedule work place modification through Facilities Management (General Services)
	
	
	
	

	4 
	Request parking permit
	
	
	
	

	
	
	
	
	
	

	
	Exiting Employee
	
	
	
	

	1
	Turn in keys or card lock access
	
	
	
	

	2 
	Turn in County parking permit
	
	
	
	

	
	
	
	
	
	


	telephone Services from IT/Telecomm (666-8095)

 (Submit Telecom Service Request Form)                                           Completed               



	Item No.
	Activity
	Yes
	No
	N/A
	Date/Sig

	
	Incoming Employee
	
	
	
	

	1
	Request installation of new line and phone set 
	
	
	
	

	2
	Request a voice mail account to match new phone number
	
	
	
	

	3
	Request relocation of existing phone lines and set
	
	
	
	

	4
	Request a mobile phone 
	
	
	
	

	5
	Request reassignment of mobile phone
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Exiting Employee
	
	
	
	

	1
	Request disconnection of phone line
	
	
	
	

	2
	Request deletion of voice mail account
	
	
	
	

	3
	Turn in mobile phone
	
	
	
	

	4
	Reassign an existing line and telephone set
	
	
	
	

	5
	Request a voice mailbox name change or number change
	
	
	
	


	Graphic Services from General Services (666-8074)

                                                                                                                Completed               

	Item No.
	Activity
	Yes
	No
	N/A
	Date/Sig

	
	Incoming Employee
	
	
	
	

	1
	Request letterhead for department head
	
	
	
	

	2
	Request nameplate
	
	
	
	

	
	
	
	
	
	

	
	Exiting Employee
	
	
	
	

	1
	Turn in nameplate
	
	
	
	

	
	
	
	
	
	


	PURCHASING  (666-8070)

Completed               

	Item No.
	Activity
	Yes
	No
	N/A
	Date/Sig

	
	Incoming Employee
	
	
	
	

	1
	Request furniture
	
	
	
	

	2
	Request business cards
	
	
	
	

	3
	Request special equipment (uniforms, electronic, computer, pager, safety, vehicle, etc)
	
	
	
	

	
	
	
	
	
	

	
	Exiting Employee
	
	
	
	

	1
	Turn in furniture
	
	
	
	

	2
	Turn in special equipment (uniforms, electronic, computer, pager, safety, vehicle, etc.)
	
	
	
	

	
	
	
	
	
	


	Planning and public works  (666-8772)

Completed               

	Item No.
	Activity
	Yes
	No
	N/A
	Date/Sig

	
	Incoming Employee
	
	
	
	

	1
	Request gas card
	
	
	
	

	
	
	
	
	
	

	
	Exiting Employee
	
	
	
	

	1
	Turn in gas card
	
	
	
	

	
	
	
	
	
	


	Recorder (666-8130)

Completed               

	Item No.
	Activity
	Yes
	No
	N/A
	Date/Sig

	
	Incoming Employee
	
	
	
	

	1
	Complete Statement of Economic Interest (Form 700, “Assuming Office” section) 30 days from effective date
	
	
	
	

	
	
	
	
	
	

	
	Exiting Employee
	
	
	
	

	1
	Complete Statement of Economic Interest “Leaving Office” statement 30 days from effective date
	
	
	
	

	
	
	
	
	
	

	Auditor  (666-8190)

Completed               

	Item No.
	Activity
	Yes
	No
	N/A
	Date/Sig

	
	Incoming Employee
	
	
	
	

	1
	Submit Signature Authorization Form
	
	
	
	

	2
	Request General Ledger (GenLed) account/password 
	
	
	
	

	3
	Request training (GenLed, accounting procedures, payroll processing, Report Writer, etc.)
	
	
	
	

	4
	Request purchasing credit card
	
	
	
	

	
	
	
	
	
	

	
	Exiting Employee
	
	
	
	

	1
	Request deactivation/reassign of GenLed logon/password 
	
	
	
	

	2
	Turn in purchasing credit card
	
	
	
	

	3
	Reconcile any employee debt with the County
	
	
	
	

	4
	Request deactivation of PeopleSoft account and time entry
	
	
	
	

	
	
	
	
	
	


	information technology  (666-8175, Helpdesk) 

Completed               

	Item No.
	Activity
	Yes
	No
	N/A
	Date/Sig

	
	Incoming Employee
	
	
	
	

	1
	Request network connection to PC
	
	
	
	

	2
	Request information sharing access and authorization rights
	
	
	
	

	3
	Request appropriate accounts and applications

**(See ATTACHMENT for Account and Application list)
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Exiting Employee
	
	
	
	

	1
	Request disconnection of network
	
	
	
	

	2
	Deactivate appropriate accounts and applications

**(See ATTACHMENT for Account and Application list)
	
	
	
	

	
	
	
	
	
	


	human resources  (666-8055)

Completed               

	Item No.
	Activity
	Yes
	No
	N/A
	Date/Sig

	
	Incoming Employee
	
	
	
	

	1.
	Bring employee to HR on first day of employment with completed PAF indicating first day worked in the department, PDF, W-4, Warrant Recipient Designation and Certificate of Appointment. Also include Extra Help, Limited Term, or At-Will, Temporary and Provisional notices if required. Instruct new employee to take to HR with two form(s) of ID which are listed on the back of I-9.
	
	
	
	

	2
	Submit Benefit Action Form (BAF) for health, dental, and vision enrollments.
	
	
	
	

	3.
	Request a disaster service worker photo ID
	
	
	
	

	4.
	Inquire about training opportunities.
	
	
	
	

	
	
	
	
	
	

	
	Exiting Employee
	
	
	
	

	1
	Submit completed PAF indicating last day worked in the department, the reason for separation, and next place of employment
	
	
	
	

	2
	Submit completed Benefit Action Form for cancellation of benefits. NO LONGER NECESSARY – this is on SEPARATION REPORT.
	
	
	
	

	3
	Submit completed Separation Report
	
	
	
	

	4
	Submit completed Revocation of Oath of Appointment
	
	
	
	

	5
	Provide exit interview questionnaire to employee.
	
	
	
	

	6
	Supervisor contacts HR to schedule an exit interview if needed.
	
	
	
	


	within Employee’s department 

Completed               

	Item No.
	Activity
	Yes
	No
	N/A
	Date/Sig

	
	Incoming Employee
	
	
	
	

	1
	Establish E-Directory listing and training
	
	
	
	

	2
	Prepare documents for inprocessing at HR
	
	
	
	

	3
	Provide maps or directions to County locations relevant to the employee’s duties
	
	
	
	

	4
	Issue specific tools and/or equipment 
	
	
	
	

	5
	Provide instruction on time sheets, mileage claims, travel claims, and supply ordering 
	
	
	
	

	6
	Provide instruction on specific office procedures, policies, and expectations (Incl. use of County cars, appearance/dress, and correspondence format)
	
	
	
	

	7
	Review work hours, lunch and breaks, work locations, overtime, vacation, sick leave, and meetings
	
	
	
	

	8
	Review safety and emergency procedures
	
	
	
	

	9
	Review complaint and suggestion processes
	
	
	
	

	10
	Advise employee of appropriate attire
	
	
	
	

	11
	Establish a building alarm account and provide training
	
	
	
	

	12 
	Brief employees on the value and information provided by the Intranet, including use of the InsideYolo homepage.
	
	
	
	

	13
	For departments identified as a “covered entity” (Health, ADMH, etc.), complete Level I HIPAA training for each employee.
	
	
	
	

	
	Exiting Employee
	
	
	
	

	1
	Deactivate E-Directory listing
	
	
	
	

	2
	Recover specific tools and/or equipment 
	
	
	
	

	3
	Complete any pending claims or warrants 
	
	
	
	

	4
	Turn in secure area identification card
	
	
	
	

	5
	Provide employee with Exit Interview Questionnaire 
	
	
	
	

	6
	Review Employee Processing Checklist to ensure activities have been complete prior to employee departure
	
	
	
	

	
	
	
	
	
	


ATTACHMENT I

Information Technology Accounts and Applications

	Item No.
	Activity
	Yes
	No
	N/A
	Date/Sig

	1
	Outlook (email)
	
	
	
	

	2
	Network 
	
	
	
	

	3
	Mainframe
	
	
	
	

	4
	General Ledger (Auditor)
	
	
	
	

	5
	CREST
	
	
	
	

	6
	Remote Access
	
	
	
	

	7
	PeopleSoft
	
	
	
	

	8
	Time Entry
	
	
	
	

	9
	Web Applications and links (i.e., email, specific documents)
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