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Onboarding Checklist




First Week

Goal:  Continue to acclimate new hire to the department and prepare them with the tools necessary to be successful in their new role. 

	TO DO
	ASSIGNED TO
	DONE

	Schedule meet and greets with team members
	
	□

	Campus tours
	
	□

	Continue to check in regularly with new employee
	
	□

	Time to work on LMS trainings
	
	□

	Discuss job expectations & how their position fits into the overall goals and mission of the department and college. 
	
	□

	Give overview of resources (e.g. Workspaces, Talent Management System, MyLCC, 5 Star Service Center and HR Website)
	
	□

	Discuss LCC’s landscape & culture:  What’s it like to work here?
	
	

	Review job description and where to locate job description 
	
	□

	[bookmark: _GoBack]Go over reoccurring meetings, their intended purpose and expectations. 
	
	□

	Make across campus introductions 
	
	□

	VPN/VDI setup
	
	□

	Desk phone setup
	
	□
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