NEW HIRE ORIENTATION CHECKLIST
Note: All new employees must attend an orientation session.
Date:      
Employee’s Name:      
Social Security No.:      
Job Title:      
Department:      
Supervisor:      
PART I – To Be Completed By Manager
The following information has been explained or given to the new employee.  Enter N/A for items that are not applicable.

Compensation and Benefits

 FORMCHECKBOX 

Time sheet/card

 FORMCHECKBOX 

Payroll procedures (when, how often, where to pick up)

 FORMCHECKBOX 

Health care benefits

 FORMCHECKBOX 

Long- and short-term disability

 FORMCHECKBOX 

Life insurance benefits

 FORMCHECKBOX 

Educational assistance program

 FORMCHECKBOX 

Employee assistance program

 FORMCHECKBOX 

Stock purchase plan

 FORMCHECKBOX 

Retirement plan, 401(k) plan, etc.

 FORMCHECKBOX 

Bonus program
General

 FORMCHECKBOX 

Company code of conduct

 FORMCHECKBOX 

Employee handbook

 FORMCHECKBOX 

Grievance/complaint procedures

 FORMCHECKBOX 

Promotions

 FORMCHECKBOX 

Transfers

 FORMCHECKBOX 

Performance appraisals

 FORMCHECKBOX 

I.D./Security card

 FORMCHECKBOX 

Safety guidelines

 FORMCHECKBOX 

Injury reporting requirements

 FORMCHECKBOX 

Company events

 FORMCHECKBOX 

Disciplinary procedures

 FORMCHECKBOX 

Termination procedures

 FORMCHECKBOX 

Confidentiality requirements



Leaves and Attendance

 FORMCHECKBOX 

Vacation policy

 FORMCHECKBOX 

Holidays

 FORMCHECKBOX 

Attendance/tardiness policy

 FORMCHECKBOX 

Sick leave

 FORMCHECKBOX 

Jury duty

 FORMCHECKBOX 

Leaves of absence (maternity, family and medical, etc.)


PART II – To Be Completed By New Hire’s Supervisor

Directions: Please check off the following information as you cover it during the orientation session.  Sign where indicated, and return this form to Human Resources.

Step 1. Welcome The New Employee

 FORMCHECKBOX 

Go over a copy of the employee’s application to familiarize yourself with his/her experience, training, and education.

 FORMCHECKBOX 

Review the new hire’s job description with him/her.  Include the position’s duties, responsibilities, and working relationships both inside and outside the company.

 FORMCHECKBOX 

Explain how the department fits in with the company.  Discuss how the employee’s position relates to the other jobs in the department, as well as how it relates to the company as a whole.

 FORMCHECKBOX 

Make sure the employee has received a copy of the employee handbook, has read it, and understands it.  If he/she has not received a copy, contact Human Resources to obtain one as soon as possible.

Step 2. Introduce The Employee To His/Her Co-Workers

 FORMCHECKBOX 

Find out what name the employee prefers to go by (e.g., Sue instead of Susan, Bob instead of Robert), and introduce him/her to co-workers by that name.

 FORMCHECKBOX 

Inform co-workers of the new employee’s position, and vice versa.  Make sure you explain the functions of each co-worker’s job as you introduce the new employee.

 FORMCHECKBOX 

Identify co-workers to whom the new hire can go with any questions.

Step 3. Give The Employee A Tour Of The Facility.

 FORMCHECKBOX 

Identify:


— Lunchroom/breakrooms


— Restrooms

— Parking facilities

— Supply room

— Photocopiers

— Fax machine

 FORMCHECKBOX 

Show the employee where different departments are located, especially those with which he/she will have regular contact.

Step 4.
Introduce The Employee To His/Her Job

 FORMCHECKBOX 

Show the new employee his/her work area.

 FORMCHECKBOX 

Ensure that the materials, equipment, and supplies he/she will need to do the job are present, or have been ordered.

 FORMCHECKBOX 

Discuss the different supervisory levels within the department and the company.

 FORMCHECKBOX 

If necessary, inform the employee of his/her training schedule.

 FORMCHECKBOX 

Explain the following policies:


— Personal/business use of the telephone, photocopier, fax machine, computer, etc.


— Mail procedures


— How to order supplies


— Reimbursement of business-related expenses


— Hours of work and overtime procedures


— Attendance/tardiness procedures (how to call in, whom to contact, etc.)


— Safety procedures



— Smoking regulations


— Lunch/break periods

Step 5. Follow-Up

 FORMCHECKBOX 

Set up meeting for one week from the employee’s start date to discuss any questions, concerns, etc., he/she may have about the company and the job.

Supervisor’s Signature:      
Date:      
New Employee’s Signature:      
Date:      
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