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	Human Resources

Employee Orientation: Supervisor’s Check List Prior to First Day


	

	Goal:  To provide an optimal work environment for the new hire.  To provide the hiring supervisor an opportunity to consider potential problems and address them before they occur.

When to use this list:  As soon as you know that you are hiring on a new employee.

To Do

Done

After confirmation of acceptance, call to officially welcome the new hire to LCC.
 FORMCHECKBOX 

Send an informal announcement (via email) to the department announcing the new hire.
 FORMCHECKBOX 

Prepare the first day and first week agenda.  You do not have to get too detailed, but let him/her know what to expect, especially when, where, and what meetings to attend.
 FORMCHECKBOX 

Prepare the new hire’s work space with appropriate supplies and ensure that it is clean and ready.
 FORMCHECKBOX 

Contact appropriate individuals or departments to confirm timing for:

· Computer equipment – IT (483-1778)

· Voice Mail – Help Desk (483-5221)

 FORMCHECKBOX 

Determine a Peer Mentor for the new hire and set up a meeting to review objectives.
 FORMCHECKBOX 

Review with new hire their calendar to schedule appropriate meeting times and online required training courses during new hire’s first month.
 FORMCHECKBOX 
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