NEW EMPLOYEE ORIENTATION & ONBOARDING CHECKLIST 

	Employee Name:


	Job Title:


	Start Date:



	Department: 


	Supervisor:

Lead Person:
	Work Hrs. (Schedule)


	WELCOME

	_____ Introduce yourself

_____ Brief history of the organization 
· Mission & Vision Statement

· Town Manager’s BOAT principles (Be Responsive; Offer Solutions; Actively Communicate; Think Team)
· Expectations for all Employees

_____ Virtual tour of the Town

_____ Meet & Greet Town Manager

_____ Introduce employee to lead person at the beginning or end of orientation (if possible), or inform employee 
           who, where, and when they need to meet after completion of orientation

	New Hire Orientation – Human Resources

	_____ Town Org Chart
_____ Offer Letter Sign Off – Rate of Pay 

_____ Copy of Job Description – Review Essential Functions - sign off
_____ Review Pre-Employment Physical – Hepatitis Status - 
_____ Employee ID and New Hire Book

_____ Pay Dates, Direct Deposit, Paycheck distribution, Paycheck discrepancies, 3 checks in a month
_____ STATPORTALS procedures – Supervisor/Manager approve timecard bi-weekly

_____ List of Commissioners

_____ Town Computer Workstation Policy and Internet Policy

_____ Town Holidays – (PBA & IAFF)

_____ Town PRR’s
_____ Town Collective Bargaining Agreements

_____ New Hire completes Laserfiche Forms (30 minutes) – I9 & W4 on paper
_____ Standards of Conduct “Good Will Ambassador”, Gift Policy, Dress Code, Laundry Allowance

_____ Types and Terms of Employment – Probationary Employees (90 days, six months, one year), second jobs
_____ Hiring Procedures – Job Vacancies, Job Postings and Selection

_____ Types of Separations – Resignation, Retirement, Disability, Dismissal or Discharge, Exit Interview

_____ Promotions/Demotions

_____ Attendance/Tardiness “report to work at scheduled time”

_____ Attendance and Leave Policy Under Pandemic Conditions – Administrative Directive
_____ Remote Working – Administrative Directive

_____ Disciplinary Action - Group 1 and Group 2 offenses, Grievance Procedures for Disciplinary Actions

_____ Hours of Work and Overtime, Call Backs, Comp Time
_____ Vacation Accrual, Accumulation of Vacation, Converted Medical Leave, Manager Hours
_____ Medical Accrual, Use of Medical Leave, Accumulation of Medical Leave – 50% paid upon retirement
_____ Emergency Leave (32 hours General, 42 hours Fire, 36 hours Police)

_____ Family Medical Leave “FMLA”

_____ Jury Duty, General Leave without Pay

_____ Misconduct and Harassment Policy

_____ Performance Evaluations – MERIT Increase, Step Increases
_____ Town Core Values and Mission & Vision Statement as it relates to EMPLOYEE GOALS

_____ Strategic Plan

_____ Educational Incentives and Benefits “Tuition Reimbursement”
_____ Drug Free Workplace and Alcohol Policy, Random Testing, Reasonable Suspicion, DOT queries 
_____ Employee Assistance Program
_____ Reporting injuries and car accidents
_____ Cell Phone Policy/Stipend

_____ Town Vehicles & Take-Home Vehicles
_____ Safety Meetings and Safety Inspections

_____ MVR Driver License Checks

_____ Reporting Moving Traffic Violations – DUI’s
_____ Required New Hire Training and NIMS Training

_____ Required Annual Training and Employee Development – part of Annual Performance Review
_____ G Drive – Global 
_____ Purchasing - P Card 
_____ Retirement Selection and Enrollment, ICMA meetings, FRS Employment Certification Form (FRS)
_____ Employee Health Insurance, Rates, Dental, Vision, Life, STD, LTD, EAP, Teledoc, Legal Shield, Credit 
           Union, LBK Bucks, Open Enrollment, Life Event Changes
_____ Date for Benefit Orientation – marriage certificate, birth certificates, SS numbers, DOB
_____ Wellness Program & Wellness Days Off

_____ Employee permission for ‘welcome’ message on Town social media

_____ Employee Tour Support Services, Finance, PZB, IT, Commission Chambers

_____ Employee Badge – Tour of Police, Fire, PW

_____ STATPORTALS Training

_____ Public Records Training – Swearing In

_____ Information Technology Training
_____ New Hire finishes with HR Department
_____ HR introduces new hire to lead person

	DEPARTMENT - THE JOB 

	_____ Tour of department

_____ Town Website

_____ Explain department structure

_____ Employee’s job duties and job scope

_____ Uniforms and or Dress Code

_____ Employee’s job as it relates to “big picture”
_____ Performance expectations

_____ Job Vacancies and Job Postings
_____ Quality requirements

_____ Tools/tool procedures

_____ Additional Training: NIMS, Continuing Education, Health Information Privacy (HIPAA), Red Flag 
           Policy, Annual Training

	DEPARTMENT SAFETY 

	_____ Employee received and read “General Safety Rules”

_____ Eye protection and other protective equipment requirements

_____ Storage and disposal of solvents and hazardous chemicals

_____ Job and/or equipment hazards

_____ Proper clothing and footwear

_____ Fire extinguishers and emergency exits

_____ Proper lifting technique

_____ Location of MSDS

_____ Reporting accidents and illnesses, including auto accidents

_____ Town Vehicles

_____ Town Smoking Policy – Town FFP affidavit – Firefighter Cancer Bill

	DEPARTMENT PROCEDURES AND REGULATIONS

	_____ Importance of being on time

_____ Explain work hours (start time and stop time)

_____ Tardiness

_____ Absenteeism

_____ Tardiness/absenteeism call-in procedure

_____ Employee’s phone number, plus an alternate phone number

_____ Personal phone calls, texting, etc., during work hours
_____ Initial ninety (90) day review

_____ Probation (six months for general employees and one year for police and fire)
_____ Emergency Roles/Responsibilities

	DEPARTMENT GENERAL

	_____ Care of equipment

_____ Employee Assigned Town Equipment – Asset Tracking List

_____ Confirm Employee Badge – Police Department issues
_____ Location of restrooms, cafeteria, vending machines, lockers, storage areas, personal protective equipment

_____ Parking location

_____ Locker

_____ Keys

_____ Business Cards

_____ “GO TO PERSON” Assign a lead person or other responsible employee to assist the new employee with 
           questions for the first few days.  

_____ PCARD

	DEPARTMENT FOLLOW-UP

	_____ One (1) day follow-up

_____ Five (5) day follow-up

_____ Other


	Employee Signature:
	Date:



	Supervisor’s Signature:
	Date:




Please return completed form to Human Resources for filing.

