
New Employee Checklist for Employers with 49 or Less Employees
HR Coach LLC dba Train Me Today
	Employee 
Name:
	
	Date 
of Hire:
	

	Position:
	
	Sick Leave Effective Date:
	


Things to Discuss

· Copy of Offer Letter and Salary/Wage

· Employee benefits:

· Sick leave: 3 days or 24 hours/year frontloaded the first of each January
· Holidays: There is no holiday pay, but we are closed on most holidays (See employee handbook)
· Payroll – T Sheets Instructions
· Workplace safety





Emergency Contact Info


· Procedures for getting office supplies


Name:




· Telephone, Instructor logons, etc.


            
Address:












Phone:





Documents for employee to keep: 




Email:




· Copy of Offer Letter

· HR Coach LLC Employee Handbook
· List of HR Coach LLC Safety Practices

· Harassment Prevention Policy (in Employee Handbook)
· CA Pamphlet Sexual Harassment DFEH 185
· PFL Brochure DE 2511
· State Disability Insurance Pamphlet DE 2515
· EDD For Your Benefits and Paid Family Leave Notice DE 2320
· Workers’ Compensation Pamphlet

· Pregnancy Disability Brochure

· Health Insurance Marketplace Coverage Options and Your Health Coverage

Forms to read, sign and return:

· Employee Handbook Acknowledgement Form (with at-will language and ADR language)

· Employment Eligibility Verification (Form I-9)

· Employee Withholding Allowance Certificate (Form W-4)

· California Notice to Employee Withholding Certificate (DE-4)
· Proprietary Information Agreement and Non-Compete Agreement

· Wage Theft Protection Act Notice

· Employee Change of Status Form

· Application for Employment
· Direct Deposit Form
· Pre-designation Form
I have had the opportunity to discuss the above with ___________________.  I understand that if I have any questions I can call ______________________for further clarification.

Employee: 







 Date: 





Supervisor:








 Date: 
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