PRE-ARRIVAL CHECKLIST

·  Administrative items: 

· Send the employee a welcome letter/offer letter 
· Set up the new hire to attend orientation 

· Prepare set of new hire documents: I-9, W-4, job description, HR policies and sign off, payroll direct deposit form, payroll calendar, info on Virtus for background check and Safe Environment training, form for education verification.

· Prepare work station or work space

· Supplies: Business Cards (if applicable) 

· Name Plate

· Paper clips, pens, pencils,  codes for copy machines 

· Tape Dispenser 

· Stapler 

· Phone set up

· Set-up voicemail account

· Set-up long distance phone account

· Prepare to show employee how to transfer calls, do conference calls, use voicemail, etc. 

· Prepare to discuss telephone etiquette/standards and coverage

· Computer set up

·  Set-up new hire’s computer with e-mail, and internet account privileges

·  Software applications 

·  Schedule training with department administrators and staff on department systems, if applicable

· Other onboarding preparations
·  Send an informal announcement/e-mail to your staff announcing the new hire and   his/her background 

·  Prepare the first day and first week agenda for new hire 

·  Prepare “A day in the life...” description of a typical day for the new hire’s job 

·  Review calendar to schedule appropriate meeting times during the new hire’s first month 

· Call the new employee and welcome him/her a few days before he/she starts work. Inform him/her of new hire orientation and confirm the date, time, and location of first day attendance. 

