Day One Checklist

Employee Information
Name: _____________________________________________________________

Start Date: ________________ Position: _________________________________

Review Benefits & Policies:
· Vacation

· Sick leave

· Holidays

· Paid time off (PTO)

· Overtime

· FMLA/leaves of absence
Review Administrative Procedures:

· Review job schedule and hours
· Review payroll timing, time cards (if applicable), policies and procedures
· Review policies/best practices of email, telephones, internet use
· Review how to handle expense reports, purchase requests, etc.
· Access to office, keys, security
Facilities:

· Tour of facility
· Kitchen, coffee, vending machines
· Parking/transportation
· Rest rooms
· Mailbox
· Copy/fax machine

Responsibilities & Training:

· Review initial job assignments and training plans
· Review job description and performance evaluations and standards
· Give employee operations manual
· Train for specific assignments
· Discuss future training needs/options

Computers, Equipment, etc.:

· Company software programs, databases, network
· Office equipment, including printers, copiers, faxes
· Cash register, processing orders
· Any specialized equipment
