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CITY OF MAITLAND 
DEPARTMENT NEW HIRE CHECK LIST 

EMPLOYEE NAME:____________________________________JOB TITLE______________________________ 

DEPARTMENT:_____________________________   HIRE DATE:______________________________________ 
                   (Full-time    or   Part-time) 
DIVISION:__________________________________   SUPERVISOR:____________________________________ 

REVIEWED BY SUPERVISOR WITH EMPLOYEE 

_____ Introductions by the Supervisor    _____ Introduction to work group (co-workers) 
_____ Tour of Facilities      _____ Designated parking 
_____ Department/Division Organizational Chart    _____ Travel Policy 
_____ Safety (Employee Responsibilities)    _____ Payroll Procedures 
______ Review of the Safety Manual    _____ Time sheet completion            
______ Process for reporting on the job injury   _____ Overtime pay  
______ Process for reporting incidents in a City vehicle  _____ Paycheck distribution process 
______ EMCON Review      _____ Personal use of telephones & other City 
______ Facility Emergency Exits      owned property (computer, cell phone, etc)  
______ Review of Job Description/Objectives    _____ Personal visitors 
______  Work Hours      _____ City –wide training program 
______ Work Days      _____ Departmental Policies & Procedures 
______ Lunch & Break Time     _____ Division Policies & Procedures 
______ Uniforms/Dress Code     _____ Review the Department’s “Mission” 
______ Attendance/Punctuality/Reporting Sick   _____ Review the Division’s “Mission” 
______ General maintenance, cleaning, smoking (if applicable) _____ Cellular Phone Policy (if applicable) 
______ Leave procedures for division    _____ Purchasing Policy (if applicable) 
______ Reporting Personal Leave Requests     
______ Work environment (work area, locations)   _____ Shredder Operations & disposal of recyclables 
______ Personal Conduct/Appearance    _____ Green City Policies and Procedures 
______ Information/Process & Procedures not otherwise covered 
______  Additional items covered 
included:______________________________________________________________________ 
_________________________________________________________________________________________________________ 
_________________________________________________________________________________________________________ 

This checklist is designed as an aid in providing information about the City of Maitland to new employees.  This list 
does not constitute an expressed or implied agreement.   At the discretion of the City of Maitland, the list may change 
from time to time. 

My supervisor has explained the items listed, to include items that may not have been listed.  I understand the policies 
and procedures as explained. 

_____________________________ ________ _____________________________  __________ 
Employee’s Signature   Date  Supervisor’s Signature          Date 
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