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Employment Information Sheet (rev. 12/01)

Employee Oath (DA-204 rev. 6/02) Substance Abuse Policy (Rev. 8/9/02)

Nepotism Statement (9/04) Fair Labor Standards Act (FLSA)

Worker's Compensation Notices

Active State Employee Health Plan Guidebook & Comparison Chart

KanElect Flexible Benefits Program (see Active State Employee Health Plan Guidebook)

KanElect Enrollment Forms

HealthQuest - State of Kansas Health & Wellness Program

HealthQuest - Employee Assistance Program

Long Term Care Insurance Information

Tier 1 Tier 2

Long-Term Disability Benefits booklet

Deferred Comp Brochures (ING - 296-7095)

W-4 Federal Withholding form

K-4 State Withholding form

Direct Deposit Authorization (rev. 7/2010)

Time & Leave - explain how time is reported through the Employee Self-Service portal

Leave Accrual Charts

Holidays and Pay Schedule (calendar)

Parking (personal vehicle) - office employees only

Employee Self-Service (rev. 9/04) - give info sheet & instruct employee on how to access pay information

Updating Your E-Mail Address on the Employee Self Service Site handout

Online New Employee Orientation

Kansas Governmental Ethics Commission brochure

Learning Quest Information

State Thanks & Recognition program (STAR)

VISA Business Travel Account application

Kansas At A Glance brochure

Outside Employment Authorization form

Copy of appropriate MOU if in a covered position

State Job Vacancy Website information

OSFM Employee Policies & Procedures, Handbook and Evacuation Plans

Date



NEW EMPLOYEE SIGN-UP CHECKLIST

Full-Time or Part-Time / Benefits Eligible Position



RETIREMENT

Employee Emergency Contact Sheet Verify Employees address/phone number/e-mail/fax number

ORIENTATION CHECKLIST

Form I-9 (employment eligibility verification, rev. 6/5/07)

Group Health Insurance available (Health Plan Summary booklet/enrollment form)    Effective _________________  (Be sure to attach 

dependent documentation (birth certificates, marriage license, etc.))  

Must be returned to HR within 30 days.

EMPLOYMENT ELIGIBIITY

POLICY STATEMENTS

HEALTH INSURANCE 

FMLA Information & Signature Page



Employee's Signature Human Resource's Signature                                   Date



The items included on this list have been explained to me (completed list to be filed in official personnel file).

Employee Evaluation System (how often, when, by whom, employee's responsibilty for these sessions (verbal or written 

input))

Salary - Range & Step (Civil Service Pay Plan)

Time & Labor TL370 Online Training

Copy of Completion Certificate to HR during 1st week:

PAYROLL

KPERS/KP&F Membership Guide 

KPERS/KP&F Benefits at a Glance

Basic Group Term Life Insurance & Optional Group Life Insurance booklet & enrollment form (enrollment form must be signed, dated 

and submitted within 30 days of new hire or becoming newly eligible for coverage).

Copy of Completion Certificate to HR during 1st week:

MISCELLANEOUS

KPERS Beneficiary form (Primary & Contingent) - must use 

BLACK

 ink (http://www.kpers.org/forms.htm)

Position Description - Duties (review for clarity & understanding by both supervisor & employee)

Building Security
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Direct Deposit Info (SMART)

P-Card Policy & Application

Add to driver list Issue Fuel Card

Security Badge 

Initials

Performance Management System - Performance Planning Discussion

Office Calendar in Outlook - adding, accepting, etc.

Policy regarding requirement to open all e-mails, mail, certified mail, etc. sent from anyone in the agency

Equipment Inventory Sheet

Date

Physical inspection of Assigned Vehicle

Review Fleet Vehicle Usage

Explain cell phone/telephone usage/messages/directory assistant - Executive Order 03-20 & A & R Circular 03-A-020

Reporting Need for Repair/Maintenance (who to call)

Explain copiers/printers/fax 

Employee's Signature Supervisor's Signature                               Date



Agency Shirts & Pants (check current stock)

Telephone Usage (how to answer unit/agency calls, transfer calls & forward calls; personal calls)

Attendance (who to call in case of illness, scheduling leave in advance)

Lunch (8 hour work day with a 30 to 60 minute lunch)         _____________________

Work Hours (core hours, overtime (approval process, etc.), flexible)           ____________________________________

Work Location

Return Orientation Checklist to Human Resources

Mail (location of mail boxes, mail schedule, Fed Ex process, Certified Mail process, etc.)

Checking out Equipment (agency checkout policy & items that are available)

Supplies (location of supply room & ordering supplies)

Purchasing procedures/Vehicle Expenses

Explain working of computer

Meeting with Fire Marshal:

Fire Marshal

Travel procedures/Vouchers - How to Get Your Travel Paid Quickly handout (In-state, Out-of-State & Single Day)

Dan Thompson

Rose Rozmiarek

Meeting with IT:

Prevention

Computer Help (help with computer software/hardware managed through IT)

Meeting with Administrative Officer:

Vehicle Log

Vehicle Maintenance

Review all documents located in the vehicle clipboard to make sure they are all there.

Issue Assigned Vehicle (field staff only)

Badge (if required)

Doug Jorgensen

Investigations

Meeting with Division Chiefs:

Hazmat

Meeting with Supervisor:  will receive remaining equipment relevant to position

Meeting with Fiscal Office:

Brenda McNorton

Division Chief Initials

0 0
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HELPFUL LINKS

State Employee Portal http://www.kansas.org/employee/

Employee Self Service https://sharp.ks.gov/psp/ess/

Benefits Information Center http://www.kdheks.gov/hcf/sehp/

HealthQuest http://www.kdheks.gov/hcf/healthquest/default.htm

KPERS http://www.kpers.org

Travel Center http://da.state.ks.us/ar/employee/travel/default.htm

Travel Card Program http://da.ks.gov/purch/pcard/BTC.htm

State Vacant position listings http://www.jobs.ks.gov
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