New Hire Check List
Name:______________________________________

Information Session




Date: _______________________

Return of employment papers



Date: _______________________

Schedule Orientation Session



Date: _______________________

Order Background Check



Date: _______________________

Receive reports of background check


Date: _______________________

Conduct Orientation meeting



Date: _______________________

Verify for I-9 Form




Date: _______________________


Distribute Supplies:

Golf Shirt __________     Back Pack_________     Tape Gun__________     Apron__________

Name Pin__________      Utility Knife__________      


Van Drivers:

Add to insurance 
Date: _______________________

Add to fueling program
Date: _______________________

Distribute keys
Date: _______________________


Payroll:

Add to payroll systems
Date: _______________________


Database:

Change ID Status to employee
Date: _______________________

Prepare folder and file in HR
Date: _______________________


Training:

Fragiles/Dishes
Date: _______________________

Pictures
Date: _______________________

Computers
Date: _______________________










Your Logo Here








