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Onboarding Checklist





First Day

Goal:  To acclimate new hire to the department and ensure that they have necessary essential information. 


	TO DO
	ASSIGNED TO
	DONE

	Greet the new hire at the designated time and location – Discuss Week 1 agenda.
	
	□

	Department tour & introductions (workspace, bathroom, breakroom, supplies, etc.) 
	
	□

	Cover essential information (work schedule, parking locations, call out procedure, emergency plan, etc.)
	
	□

	[bookmark: _GoBack]Scheduled time for employee to complete online New Employee Orientation
	
	□

	Walk employee to Parking and ID Services to obtain Starcard, parking pass and keys.
	
	□

	Technology setup 
	
	□

	Assist with claiming account & e-mail setup
	
	□

	Review LCC systems (MyLCC, email, WebEx, TMS, etc.)
	
	□

	Provide overview of logistical issues (coffee, refrigerator, copiers, first-aid kit, office supplies, office coverage, etc.).
	
	□

	Review training plan and training expectations
	
	□

	Overview of mandatory TMS trainings and completion timeline
	
	□

	Check in with employee at the end of their first day
	
	□
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