Employee Onboarding Guide

New Hire Setup 

· Collect Required Personal Information 
· Have the new hire complete the Job Application and Availability Form OR collect the following information individually 
· Full legal name, address, phone, email, emergency contact, etc.
· Payroll details (direct deposit info if applicable)
· Any required certifications (if the role needs them)
· Emergency contact details 
· Confirm Hiring Details 
· Confirm start date and first shift start time
· Confirm availability and any recurring restrictions
· Confirm work location and where to check in
· Confirm role, department, and who they report to
· Confirm pay rate, pay schedule, and position type (FT/PT/seasonal)
· Confirm what to bring (ID, documents, footwear, etc.) and dress code/uniform expectations
· Input Employee Information 
· Add employee information to payroll system and/or create employee profile in your scheduling system
· Assign role permissions (employee, supervisor, manager)
· Create employee file (digital or paper)
· Add the employee to the schedule for their first 1–2 weeks
· Prepare Access and Tools 
· Prepare keys, access codes, alarm codes, or badges (if needed)
· Set aside uniform, name tag, or required PPE
· Prepare login credentials or app access (if needed)
· Set up email or communication tool access (if used)
· Prepare any training materials or checklists
Day One Orientation

· Welcome and Check-In
· Greet employee and introduce them to the manager or supervisor on duty 
· Work Policies and Tools 
· Issue uniform, keys, badges, access codes, or logins
· Review workplace conduct expectations
· Explain safety basics and emergency procedures
· Scheduling Basics 
· Review scheduled shifts for the first week (including how schedules are posted, updated and viewed by employees)
· Show employee how to clock in and out
· Review break and overtime rules
· Role Walk-Through 
· Review core tasks and responsibilities for the position/shift 
· Demonstrate basic workflows
· Explain quality and performance expectations
· Introduce to assigned trainer or buddy (if applicable) 
· Encourage questions and clarify how feedback will be given

Notes: 
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