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Use this checklist to keep your 
process organized and your new 

employees engaged.. 



BEFORE THE FIRST DAY

FIRST DAY

Get the employee all the access they need. Nothing is more frustrating than not being able to log-in, unlock their cabinets or 
use a printer. 

Let your team know about the new hire and their role. If applicable, let the broader organization know too. 

Is their desk prepared?  Name tag, office supplies, etc. 

Reach out to see what questions they have before they start. If appropriate for the role, consider meeting for coffee prior to 
the first day for a casual introduction. 

Can you send forms in advance?  At least make sure they know what all they might need to bring or fill out on their first day. 

Set expectations for first day dress code and schedule (especially lunch).

Make sure you’re ready for that employee. Receptionist knows they’re coming. Do you have a welcome board for visitors you 
could add them onto?   

Get compliance out of the way. I9s, W4s and all critical documents need to be addressed. 

Explain how to record time and when they get paid. 

A tour is a must, but if your facility is large, give them a map so they can remember where the breakroom is later. 

Introduce them to a buddy. It’s helpful to have a peer identified as a resource. New hires don’t always feel comfortable going 
to their boss with every question and supervisors often get busy. Show them who can help them out with the day-to-day 
stuff. 

Lay out the schedule for at least the next few days. 

MAKE IT PERSONAL
SET EXPECTATIONS

MEASURE & MODIFY



BEYOND THE FIRST DAY

Benefits enrollment. Employees generally have 30 days after they become eligible to enroll. Let them take their time to 
review and ask questions. 

Regular meetings with their supervisor. It doesn’t have to be long, but especially if the supervisor isn’t the one delivering 
the training, it’s important to build that relationship, daily for the first week is a good starting point and at least monthly for 
the first year. 

Job shadow other areas of the business. It’s not always easy to understand how our jobs impact the company. Spending a 
few minutes learning about other teams can be invaluable. 

Talk about performance reviews. Make sure the employee knows how and when they’ll be evaluated.  

Review company culture expectations. They will learn your culture by being part of it, but also make sure you are telling 
them about your core values and mission. 

Share your business plan and financial goals both for the business and your department. 

Follow-up survey. Consider a survey after a month to six weeks. Long enough that they’ve started to feel settled but close 
enough that they still remember their first day.

Each new employee is an 
opportunity to reinforce and 

build your company’s culture. 


