(INSERT LOGO)
New Hire Checklist 

Pre-Arrival










· Set up Computer
 




□



· Set up phone and extension



□



· Set up Email Account 




□




· (INSERT SYSTEM NAME)
 



□



· Create Server Password 




□



· Web Filtering 





□




· Background Check 





□

· F1 Account/Password 




□
· Copy of Drivers License and Social Security Card
□
First Day












· New Hire Orientation Scheduled



□




· Review New Hire Paperwork



□




· Staff Lanyard






□



· Add to staff email distribution list



□


· W4 and I9






□




· Photo







□
· Direct Deposit/Paychex




□




· Issue Keys






□


· Confidentiality Agreement




□




· Emergency Contact





□
· Review Policy & Procedures



□




· Review Weekly Meeting Schedule



□




· Review PTO Policy & Form




□




· Update Org Charts





□




· Edit Staff Page on Website




□
