NEW EMPLOYEE CHECKLIST

	To Do
	Responsibility
	Completed

	Make announcements as appropriate

· staff
· clients
· suppliers
	
	

	Arrange for technology

· hardware
· software
· systems access
· email
	
	

	Arrange for office access

· parking
· pass card(s)
· keys
· access codes
	
	

	Ensure workstation is set up

· phone
· desk keys
· general supplies (paper, pens, stapler, etc.)
· business cards
	
	

	Add employee to company lists

· email 
· telephone
	
	

	Provide employee with tour of facility

· washroom
· kitchen
· photocopier
· fax machine
· first aid
	
	

	Complete necessary forms and set up new employee file

· Resume
· signed offer
· references
· payroll information
· benefits application(s)
· TD1 and TD1ON

· Performance Plan
	
	

	Review key policies and operational standards

· hours of operation
· time off (sick time, floater days, appointments, etc.)
· vacation procedures
· expenses
	
	

	Performance Plan
· set initial goals and objectives
	
	

	Training

· company specific (mission, vision, values, etc.)
· hardware (phones, fax machine, copier, etc.)
· company processes
· health and safety
	
	


