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Within first monthDay 1 TBD Within 3 days of start date TBD

Offer Accepted!

Sends Supervisor 
and Safety Checklist 

to Department

Sends New 
Employee 

Onboarding 
Welcome email

Sends Essential 
Notices email to 

employee

Sends Benefits Email 
to employee

Completes BC-HR 
checklist.  Hands out 

Finance Brochure

Email Finance and 
Accounting Team of 
new team member

Finance training 
required?

Completes BC-
Finance checklist.

Goes to OHR Orientation 
and mandatory trainings

No

Yes
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