New Employee Orientation Checklist

Employee Name:  ___________________________
Start Date:  ____________ 

Position:  __________________________________
Manager:     ____________

[  ]
Welcome New Employee


[  ]
Welcome Letter

[  ]
Confirmation Letter 


[  ]
Completion of all employment-related paperwork (W-4, I-9, etc.)

[  ]
Worker’s Compensation Notification Form (Pennsylvania Employees)
[  ]
Distribute copy of employee handbook


[  ]
Request employee’s signature on handbook Acknowledgement Form

[  ]
Introductions and Tours


[  ]
Introductions to company staff members


[  ]
Tour of office, including:



Restroom

Kitchen/Coffee/Vending Areas



Fax Machines

Copiers



Printers

Office Supplies



Mail Room

Carrier Supplies



Conference Rooms
Parking

[  ]
Review of Administrative Procedures



Office/Desk/Workstation

Telephones/Fax



Building Access


Keys



Mail (Incoming and Outgoing)
Shipping (FedEx/UPS, etc.)



Business Cards


Purchase Requests



Expense Reports


Office Supplies



Fax Bin

[  ]
Introduction to the Job


[  ]
Review initial job assignments and training plans.


[  ]
Review job description and performance expectations and standards.


[  ]
Review job schedule and hours.

[  ]
Systems Introduction


[  ]
Log-On


[  ]
Intranet


[  ]
Databases


[  ]
Other Software

Acknowledgement: (to be signed upon completion of all orientation items)

Employee:  _________________________________
Date:  _________________

Manager:   _________________________________
Date:  _________________

Return original to Human Resources – Copies to Manager and Employee

