	

	 


Preparation 
 

 

[]     

Inform staff of new employee’s name, start date, and title.

[]     

Set up employee’s work area with appropriate supplies and furniture.

[]     

Contact the appropriate person to set up computer access.

[]     

Contact the appropriate person to set up telephone training.

[]     

Contact the appropriate person to order access badge, keys, or other security clearances.

[]     

Prepare employee’s training schedule.


Introductions 
 

 

[]     

Have the employee’s supervisor or manager personally welcome the new employee upon arrival.

[]     

Introduce the employee to area management and coworkers.

[]     

Give the employee a department overview and briefly go over the organizational chart.


Orientation Overview 
 

 

[]     

Go over the employee’s orientation plan and training schedule and provide a copy to the employee.

[]     

Give the employee a copy of his/her Job Description and review position goals and specific tasks.


Work Space 
 

 

[]     

Show the employee his/her work space.

[]     

Explain how the internal mail is routed where they pick it up if it is not delivered to the work space.


Department Tour/Overview 
 

 

[]     

Show the employee the location of the restrooms.

[]     

Show the employee where the office supplies are located.

[]     

Show the employee where his/her lunch can be stored (refrigerator).

[]     

Show the employee where the cafeteria is.

[]     

Show the employee the location of office equipment (copier, fax machine, and printer) and how to use them.


Business Cards 
 

 

[ ]     

Order business cards for employee.


Telephone Usage 
 

 

[]     

Give the employee his/her telephone number or extension.

[]     

Tell the employee where the company telephone listing is located or give him/her a paper copy.

[]     

Explain the procedures for placing outgoing calls.

[]     

Explain the procedures for taking incoming calls.

[]     

Explain how the internal messaging system works (i.e., Voicemail).

[]     

Explain the specifics of phone usage (i.e., how to transfer calls, put someone on hold).


Security 
 

 

[ ]     

Discuss the security procedures.

[ ]     

Give the employee an access code or badge to get into the building.

[ ]     

Explain which entrances the employee should use.


Work Schedule 
 

 

[ ]     

Discuss the work hours (i.e., times, days, and weekends).

[ ]     

Talk about when lunch is normally taken.


Dress Code 
 

 

[]     

Discuss the organization’s accepted business dress code.

[]     

Talk about casual dress days; when and the types of clothes that are acceptable.


Parking 
 

 

[ ]     

Explain where the employee should park.


Payroll 
 

 

[]     

Explain how to fill out the payroll time report.

[]     

Talk about who the payroll time report should be given to and by what time on what day.


Time Off 
 

 

[ ]     

Discuss the procedure for applying for vacation or personal time off.


Absences 
 

 

[]    

Explain the process of how to report in if the employee is going to be absent or late from work. 


Performance Evaluation 
 

 

[ ]     

Explain the orientation period.

[ ]     

Discuss when the first performance review is to be held.




