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	Human Resources

Employee Orientation: Supervisor’s Check List for the First 90 Days


	

	Goal:  To reinforce priorities for the department and the new hires success.

When to use this list:  Near the end of the first full month or near the end of the new hire’s probationary period. This list can also be used to check in periodically with the new hire to ensure they are on track.

To Do

Done

Schedule regular meeting(s) with the new hire.  Make this a priority and keep interruptions to a minimum.
 FORMCHECKBOX 

Review observations, issues, priorities, etc and continue to clarify roles, responsibilities, and expectations as needed.   
 FORMCHECKBOX 

Develop goals and clearly outline projects to be accomplished.  Ensure goals are MAPS (Measurable, achievable, positive, and specific).
 FORMCHECKBOX 

Ensure that mandatory training has been completed.

 FORMCHECKBOX 

Answer any questions.

 FORMCHECKBOX 

Establish a plan for professional development and encourage contact with the Organizational Development Department (483-1849).
 FORMCHECKBOX 

Model the kinds of behavior you would like to instill in your employees.

 FORMCHECKBOX 
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