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EMPLOYEE CHECK-IN

 FORMCHECKBOX 
Send Welcome Letter and Agenda to new employee
 FORMCHECKBOX 
Complete the Check-In Sheet

 FORMCHECKBOX 
Ensure the new employee’s desk is set up with “Welcome Box” and “Welcome Sign”
 FORMCHECKBOX 
Give Completed Check-In sheet to Supervisor/Manager to complete

	Supervisor:                                                                                                                      Report Org (4digit billing code): 

	NAME:  
	POSITION:  
	START DATE:  


	
	Description (see next page for URLs)
	N/A
	Date
	Initial
	Form
Completed/Letter/Email



	WORKFORCE DEVELOPMENT OFFICE/ASSINGEE
	
	
	
	

	1. 
	Welcome Aboard Letter and 1st Day Agenda
	
	
	
	

	2. 
	Set up new employee desk with standard supplies
	
	
	
	

	OIT ADMINISTRATIVE STAFF INITIATE THE FOLLOWING:
	
	
	
	

	3. 
	REQUEST FOR SECURITY BADGE (this also pertains to Contractors)
	
	
	
	

	4. 
	TELEPHONE ACCESS CODE – PIN 
	
	
	
	

	5. 
	TELEPHONE ALLOWANCE 
	
	
	
	

	6. 
	TELEPHONE SERVICE ORDER (Deskline)
	
	
	
	

	7. 
	SECURID 
	
	
	
	

	8. 
	PAGER 
	
	
	
	

	9. 
	TO SET UP EXCHANGE E-MAIL (NEW/MODIFY/DELETE USER REQUEST FORM) 
- LAPTOP/DESKTOP COMPUTER 
SET UP LIKE: 
	
	
	
	User Ticket#
Footprint#

	10. 
	CELLULAR PHONE OR BLACKBERRY REQUEST OR INTEL AUDIO CONFERENCE CARD
	
	
	
	

	11. 
	NAME PLATE
	
	
	
	

	12. 
	EMAIL OIT ADMIN STAFF with the New Employee(s) Name, location and Phone number
	
	
	
	

	13. 
	WORKSTATION EVALUATION- Chair fitting, if needed.
	
	
	
	

	SUPERVISOR/MANAGER:
	
	
	
	

	14. 
	KEYS/LOCK #
	
	
	
	

	
	DESK
	
	
	
	

	
	DOOR
	
	
	
	

	
	FILE CABINET
	
	
	
	

	15. 
	CONFIDENTIALITY AND NONDISCLOSURE FORMS

See also: http://inet.state.me.us/oit/employeeinformation/MRS/index.html
	
	
	
	

	16. 
	WORK RULE – STATE OWNED EQUIPMENT
	
	
	
	


OFFICE OF INFORMATION TECHNOLOGY

EMPLOYEE CHECK IN

RESPONSIBILITY DESCRIPTION
WORKFORCE DEVELOPMENT OFFICE /ASSIGNEE
1. Kelly Rickert, Director of Workforce Development will initiate the “Welcome Aboard” letter and 1st Day Agenda
2. Workforce Development will reach out to OIT Admin staff to ensure new employee desk is equipped with standard supplies.

OIT ADMINISTRATIVE STAFF INITIATE THE FOLLOWING

3. REQUEST MADE FOR SECURITY ACCESS/PHOTO BADGE:   This applies to Employees and contractors; complete the online form at http://inet.state.me.us/OIT/EForms/Net/AccessRequest/Default.aspx.  Questions contact Derek Mullens at 207-624-8803. 

The Information Systems Security Analyst will arrange for photograph and the issuing of a security badge, give a tour of our facility and ensure that the new employee becomes familiar with the security and safety policies and procedures enforced by OIT and hand out security policy at time of badge issuance
4. TELEPHONE ACCESS CODE: Complete an on-line form at http://inet.state.me.us/oit/EForms/Net/AccessCodes/Default.aspx indicating the range limit for the telephone ID.  The limits are:  0 = International, 1 = North America, 2 = New England, 3 = Maine
5. TELEPHONE ALLOWANCE:  If the employee is eligible for a telephone allowance, notify Brenda McCamish of the OIT Administrative staff via email at Brenda.D.McCamish@maine.gov, if you have any question you can reach her at 624-9413.    Information: http://inet.state.me.us/oit/employeeinformation/telephoneallowance.html 

As taken from the MAINE STATE EMPLOYEES ASSOCIATION SEIU LOCAL 1989, Professional & Technical Services Bargaining Unit 2009-2011, page 29, Section C. Telephone Expenses, “1.  When an employee is specifically required by the State to have a telephone in his or her residence, the State shall pay nine dollars ($9.00) of the basic monthly charge.  These payments shall be made on a semiannual basis in January and July and shall be prorated for those employees who become eligible or ter​minate State service between the semiannual payments.”

6. TELEPHONE SERVICE ORDER:  Submit request by completing the form at http://inet.state.me.us/oit/eforms/telephoneservicerequest/index.html
7. SECURID: Submit request via email to the OIT Securid-Coordinator, Angel Truman via email at Joan.Bolduc@maine.gov 

8. PAGER:  Submit request to Brenda McCamish of the OIT Administrative staff via email at Brenda.D.McCamish@maine.gov, if you have any question you can reach her at 624-9413.  

9. TO SET UP EXCHANGE E-MAIL (NEW/MODIFY/DELETE USER REQUEST FORM):  to set up an employee ID 

LAPTOP/DESKTOP COMPUTER:  Initiate a User Request ticket at New/Modify/Delete User Form 

(Download instructions in MS-Word format) to set up Active Director (email), printers, distribution list and request device. When you fill out this form you will order the device on the same footprints ticket.  Footprints will generate (behind the scene) a device ticket automatically from the User Exchange Ticket.

10. CELLULAR PHONE OR BLACKBERRY REQUEST OR AUDIO CONFERENCE CARD:  If an employee requires a Cellular phone or Blackberry device, print off form at http://inet.state.me.us/oit/employeeinformation/index.html  or go to the OIT-Common on ‘EMC-SNAS:T5.6.48.705 (oit-teaqfasemc01.som.w2k.state.me.us)’ (G:) under #OIT Forms and prepare the form for the Supervisor/Director approvals.  Submit the completed form to Brenda McCamish of the OIT Administrative staff.  Request for an Audio conference card go to http://www.maine.gov/oit/services/ServiceDescriptions/AudioConferencing.html   and submit an order service form.  
11. NAME PLATE:  Send email to OIT Administrative Staff with the employee name. 

12. EMAIL OIT ADMIN STAFF with the New Employee(s) Name, location and Phone number.  The Admin Staff will update the telephone directory and send the DAFS/OIT Employee Transitions email to all OIT Employees.

13. WORKSTATION EVALUATION:  GGSC/Financial & Personnel Services coordinates workstation evaluations.  Notify Sally Fitzgerald at 287-7426, or via email at Sally.D.Fitzgerald@maine.gov  with the Employees Email Address, Phone # and Classification.  In Sally’s absence, you can forward the email to Tammy Sturtevant 624-7418 via email at Tammy.Sturtevant@maine.gov , if an employee has transferred to their unit or if an employee has changed workstations.

SUPERVISOR/MANAGER:
14. KEYS:  Issue of keys is necessary.  Make note of key numbers on check in list and whether it is a door/desk/file cabinet.
15. CONFIDENTIALITY AND NONDISCLOSURE FORMS:  Personnel Office will have the employee sign this form. If you will come in contact with Federal Tax Information (FTI) or State Tax information, go to  
http://inet.state.me.us/oit/employeeinformation/MRS/index.html.  This document is not required unless your job requirements are such that you would have reason to access to or contact with that information.

16. WORK RULE – STATE OWNED EQUIPMENT:  If equipment needs to be taken home, the proper form needs to be completed indicating the type of equipment, date taken, and date of return, and approved by the Manager.  Form is located on the OIT-Common on ‘EMC-SNAS:T5.6.48.705 (oit-teaqfasemc01.som.w2k.state.me.us)’ (G:) under #OIT Forms called #equipmentloanform.doc.
OFFICE OF INFORMATION TECHNOLOGY

NEW EMPLOYEE ORIENTATION

SUPERVISOR’S RESPONSIBILITIES
I.
Orientation to the workplace
(  )
1.   Starting and quitting time

(  )
2.   Lunch and break schedule

(  )
3.   Desk/work area assignment

(  )
4.   Orientation to facility, rest rooms, lunch room, etc.

(  )
5.   TAMS time sheet requirements

(  )
6.   Who to notify if late, ill, other absence - Supervisor and OIT Admin Staff (4-8800)
(  )
7.   Telephone use and operation


(  )       8.  Introduction to Management Staff
(  )
9.   Review/explain work rules

(  )
10.  Explain chain of command

(  )
11.  Explain how assignments are made and by whom

(  )
12.  Introduce to group leader (if appropriate)

(  )
13.  Introduce to the Chief Information Officer

(  )
14.  Complete Employee Check-in

(  )
15.  Intranet for Office Procedures and Policies

II.
Orientation to job assignments
(  )  
1.  Review job description and Task Statements and Performance Standards

(  )  
2.  Discuss performance expectations

(  )  
3.  Specific job assignment and its relationship to the others in the section

(  ) 
4.  Observe employee while performing tasks

(  )  
5.  Correct mistakes and offer encouragement

(  )  
6.  Answer questions

(  )  
7.  Be readily available to assist employee

(  )  
8.  Periodically review work during the orientation period

(  )  
9.  Discuss any work/performance problems and provide feedback

(  )  
10.  Review checklist and have employee sign and date below

Employee’s Signature ________________________________________
Date _______________

Supervisor’s Signature ________________________________________
Date _______________
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