	
	NEW EMPLOYEE 

INFORMATION
	Name:
	Start Date:

	
	
	Position:
	Supervisor:

	
	
	Email:
	Phone Number:

	
	
	
	

	Before First Day
	Task
	
	Initials
	Date

	
	Contact new employee to answer questions and set expectations
	
	

	
	Assign a sponsor/buddy
	
	

	
	Ensure office essentials are set up (eg., computer, phone, e-mail, accounts, etc.)
	
	

	
	Prepare workspace and office supplies
	
	

	
	Conditional job offer stating shift, compensation, responsibilities, etc.
	
	

	
	
	
	

	First Day Orientation
	Provide Employee Handbook (vacation time, sick leave, etc.) / get sign off sheet
	
	

	
	Explain benefits and policies 
	
	

	
	Introduce new employee to buddy
	
	

	
	Give employee a tour of facilities, point out restrooms, lunch room, other departments, etc.
	
	

	
	Explain culture and values, mission and vision
	
	

	
	Arrange for new employee to eat lunch with co-workers or buddy
	
	

	
	Employee will need a copy of job description so their role is clear
	
	

	
	
	
	

	First Week
	Introduce employee to co-workers and other work-related people
	
	

	
	Make sure employee has proper training
	
	

	
	Introduce to all department heads and supervisors
	
	

	
	Make sure the employee knows who to go to for questions
	
	

	
	
	
	

	
	
	
	

	First 90 Days
	Check with employee on a regular basis to make sure they are assimilating into your culture
	
	

	
	Make sure employee has supplies, information, etc. to get their job done
	
	

	
	Review performance objectives and set individual development goals- 30,60,90 days
	
	

	
	Provide training as needed 
	
	

	
	
	
	

	
	
	
	

	First Year
	Provide training to build competencies and fill any skill gaps
	
	

	
	Conduct a new employee survey and address any issues that have surfaced
	
	

	
	Assess the performance of the new employee periodically – formally at 6 months and one year and informally on a regular basis (eg., walking around the shop, talking informally about how they are doing, etc.)
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