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Pre-Onboarding Checklist




Prior to First Day
[bookmark: _GoBack]Goal:  To ensure both the new employee and hiring manager are prepared for new employee’s first day. 

	TO DO
	ASSIGNED TO
	DONE

	
Once the official offer has been accepted call/e-mail new employee to welcome them. 
	
	□

	E-mail Mobile Device Agreement to be completed and returned. 
	
	□

	Monitor PageUp Onboarding portal for completion of new hire task
	
	□

	Complete hardware request
	
	□

	Send first day expectations to new employee:
· Where to go
· What time to arrive
· Who they will be meeting
· What to expect their first day to look like
	
	□

	Make official announcement of new team member to the department.
	
	□

	Order name tag, business cards and signage
	
	

	Prepare first day and first week schedule
Include: 
· LCC orientation (online through the Talent Management System, will be assigned on first day)
· Meetings to be attended in first week
	
	□

	Create a training plan & identify who will be conducting training
	
	□

	Clean and prepare workspace
	
	□

	Submit access security request (workspaces, Banner, Outlook inboxes, SharePoint, etc.)
	
	□



image1.png
A LANSING

COMMUNITY

COLLEGE





