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                                              Job Aid: New Hire Checklist

Employee’s Full Name:


Department:


Department Contact:


Phone:


Date of Hire:


	Item
	RESPONSIBILITY
	COMPLETE (()

	Via Telephone with New Employee (Prior to first day of employment)

	Confirm first day/work hours 
	
	

	Discuss appearance expectations (for example, business casual) 
	
	

	Discuss payroll frequency 
	
	

	Discuss meeting with HR about I-9
	
	

	Emphasize the importance of benefits orientation session 
	
	

	
	
	

	
	
	

	Department Arrangements (Prior to first day of employment) 

	Introduce new employee by e-mail or letter 
	
	

	Select current employee to assist new employee; inform current employee of expectations 
	
	

	Assign first day/first week checklist activities to appropriate staff 
	
	

	Designate workspace and necessary office equipment, supplies, and keys/key cards
	
	

	
	
	

	
	
	

	First Day/First Week 

	Supervisor to greet new employee at start of first day 
	
	

	Introduce new employee to current employee assigned to assist with dept. orientation
	
	

	Accompany new employee to their work space 
	
	

	Review computer set-up, log on, e-mail, data security 
	
	

	Review phone number and phone system training, phone mail as applicable 
	
	

	Discuss/distribute office supplies 
	
	

	Review Department Handbook (if your department has one)
	
	

	Tour office/department (restrooms, break room, introduce to internal/external staff, identification/access card, appropriate keys) 
	
	

	Discuss communication opportunities: staff meetings, department meetings, newsletters, etc
	
	

	Provide brief history of department 
	
	

	Provide departmental/university organizational charts 
	
	

	Brief discussion of employee’s role in department/Institute (also discuss department’s and Institute’s mission) 
	
	

	Provide up-to-date written position description (job duties/scope), and performance expectations 
	
	

	Discuss Performance Planning and Evaluation process (general overview) 
	
	

	Discuss time card, or Kronos time sheet 
	
	

	Review call in/absence policies and expectations
	
	

	Discuss vacation/time off policies (refer to HR website)
	
	

	Discuss holiday schedule and process for requesting leave 
	
	

	Discuss lunch/break periods 
	
	

	Discuss training/educational opportunities/recommended reading 
	
	

	Discuss http://myinfo.rit.edu  (pay stub, benefits info, emergency contact, etc)
	
	

	Discuss safety and security/emergency conditions and response, such as: 

· Fire, disaster preparedness, emergency/ bomb threat procedures

· Accident injury procedures
· Emergency Call – Campus Safety (5-3333)
· Emergency Response System Alerts

· Inclement weather policy

· Universal precautions and HAZMAT (if applicable) 
	
	

	Explain importance of New Faculty/Staff Orientation programs 
	
	

	
	
	

	
	
	

	Three to Six Months from Hire 

	Discuss professional development opportunities 
	
	

	Recommend attending New Faculty/Staff Orientation (if not completed)
	
	

	Consider conducting a six-month feedback session (recommended) 
	
	


Onboarding Website: http://finweb.rit.edu/humanresources

