New Hire Checklist

Welcome to Portland Community College! This checklist is designed as a general guide to help you keep track of
tasks and resources essential to successfully navigating your new role at PCC. If you have any questions about
the materials referenced in this checklist, discuss them with your manager or reach out to the People Strategy,
Equity and Culture (PSEC) team at 971-722-5867.

Note: This checklist does not need to be submitted to PSEC as it is for your records. Some of the items on this
checklist will also be outlined in an online training; your manager and PSEC will receive notice of your
completion.

Before Your First Day

Confirm your work schedule with your manager, including when and where to arrive on your first day
Review the map for your campus/center and the Transportation and Parking options available to you on
the New Employee Onboarding and Resources page

Bring required documentation for I-9 verification (see the Lists of Acceptable Documents)

If applicable, inform your manager of any needed accommodation under the ADA

Your First Day

Meet with your manager to complete new hire paperwork to be submitted to Human Resources:
O Employee Information Form
a -9 Form
O W-4 Form and Form OR-W-4 (Form OR W-4 instructions)

Work with your manager or other appropriate department contact to:
U Obtain your:
0 MyPCC username and setup account
O Access to Multi-Factor Authentication (MEA) by enrolling in the option of your choice
O PCC ID Card (Enrollment Services issued)*
O Parking permit and/or Trimet pass
U G Number (PCC employee ID number available on “Your PCC Profile” within Banweb)
U Confirm Access to:
O Access Card (Public Safety issued)
O Workspace (brass keys)
U Email and Google Calendar
Q Wi-Fi
Setup your voicemail
Request necessary supplies
Tour Workspace/Campus or Center
Ergonomic self-assessment and modification request if applicable
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If working remotely:
O Complete Remote work agreement (faculty/AP) or Telecommuting Agreement (all other staff)
U Complete Remote Access Request and Confidentiality Agreement if applicable

Review the applicable Contract/Handbook for your employee classification

You should also begin to familiarize yourself with PCC’s talent management system, MyCareer@PCC.:
0 Review process guides on the MyCareer@PCC Resources page

1 Your Access badge serves as your ID card if you need building access for your role
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https://www.pcc.edu/locations/
https://www.pcc.edu/transportation/
https://www.pcc.edu/hr/employment/new-hires/new-employee-onboarding-and-resources
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://www.pcc.edu/hr/contracts/ada/employee-requests/
https://www.pcc.edu/hr/wp-content/uploads/sites/49/employment/documents/employee-information.doc
https://www.pcc.edu/hr/employment/i9/
https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://intranet.pcc.edu/finance/wp-content/uploads/sites/3/2025/01/2025-Form-OR-W-4-Oregon-withholding-150-101-402.pdf
https://inside.lanecc.edu/sites/default/files/hr/payroll/2025_form-or-w-4-instr.pdf
https://account.pcc.edu/selfservice/accountClaim/getOtp
https://www.pcc.edu/technology/security/tools/multi-factor-authentication/
https://www.pcc.edu/transportation/permits/
https://www.pcc.edu/transportation/wp-content/uploads/sites/15/2017/07/pre-tax-trimet-app.pdf
https://www.pcc.edu/technology/support/wireless-help/
https://spaces.pcc.edu/pages/viewpage.action?pageId=87172214
https://intranet.pcc.edu/finance/safety/resources/ergonomics/
https://www.pcc.edu/hr/wp-content/uploads/sites/49/2024/08/remote-work-agreement.pdf
https://www.pcc.edu/hr/wp-content/uploads/sites/49/2023/09/Telecommuting-Agreement-2023.pdf
https://www.pcc.edu/technology/support/remote-access/
https://www.pcc.edu/hr/contracts/
http://pcc.edu/mycareer
https://www.pcc.edu/hr/mycareerpcc-resources/

N
4

"'

O Begin the “New Employee Training Modules” online training:

U Oregon DHS Mandatory Reporter U Family Educational Rights and Privacy
Training Act Training
O PCC Policy Orientation O Title IX Training

U Safety Training
Your First Week

Complete online Benefits Orientation (if applicable) located in New Employee Training Modules online training

O Enroll in Benefits on the Oregon Educators Benefit Board website (if applicable; you can review
benefits eligibility requirements on the Benefits page.)

Work with your manager or appropriate department contact to:

0 Review the MyPCC website; specifically, the Employee Tab:
U Employment Details (Leave Balances, Tax Forms and Emergency Contacts)
U Employee Tools
O Time Reporting and Web Time Entry
Sign up for direct deposit
Obtain a copy machine 1D
Review and join appropriate Google Groups (Announcements, Campus/Center group etc.)
Sign up to receive PCC Alerts
Schedule recurring check-ins with your manager

Meet with your manager to review:

Your Position Description

Your department’s Organizational Chart

Your department’s protocols such as requesting time off, team meetings, calendaring, etc.
The PCC Strateqgic Plan

PCC Emergency Preparedness and Response Guidance

Any questions you may have about college policies or your role

Your First 30 Days

Meet with your manager to:
U Review professional development opportunities
U Review departmental and/or role specific training you may need such as:
U Banner Training
U Purchase Card Training
U Review performance assessment process and cycle and confirm you understand the probationary
period that applies to your classification (if applicable)
U Contact People, Strategy, Equity and Culture (PSEC) at AskPSEC@pcc.edu and set up a time to learn
about the services their division offers. Familiarize yourself with PSEC contacts

Additional information to review:
O Payroll Resources
O Requesting Employment Accommodation
O Employee Resources
O PCC Resources List

Your First 90 Days

Review the Official College Transcript Procedures for Employees:
0 Request and submit official college transcripts (if applicable)

Meet with your manager to:
O Identify professional goals for your first year of employment
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https://myoebb.org/oebb/!pb.main
https://www.pcc.edu/hr/benefits/
https://my.pcc.edu/
https://my.pcc.edu/web/home-community/employee
https://www.pcc.edu/hr/compensation/web-time-entry/
https://intranet.pcc.edu/finance/payroll/direct-deposit/
https://www.pcc.edu/resources/print-center/copier-id.html
https://spaces.pcc.edu/x/YI6dBQ
https://www.pcc.edu/about/announcements/closure-information.html
https://www.pcc.edu/strategic-plan/
https://www.pcc.edu/public-safety/emergencies/
https://www.pcc.edu/hr/professional-development/training/
https://www.pcc.edu/hr/employment/performance-assessment/
mailto:AskPSEC@pcc.edu
https://www.pcc.edu/hr/contacts/
https://intranet.pcc.edu/finance/payroll/
https://www.pcc.edu/hr/contracts/ada/employee-requests/
https://www.pcc.edu/hr/culture-transformation-development/employee-resources/
https://www.pcc.edu/resources/#student
https://www.pcc.edu/hr/employment/transcripts/

