Welcome Checklist
Employee Name:

                                    

Hire Date: 
Manger/Supervisor Name:



                        Department: 

	
	Action
	Supervisor Initials
	Date Complete

	1
	Your new employee will attend New Hire Orientation, HR will schedule
	
	

	2
	Welcome New Employee
	
	

	3
	Review Building Access & Parking – Schedule biometric appointment/thumb printing with John Scholten or Sheila Cunningham to gain building and departmental access
	
	

	4
	Review Job Design and Job Design Supplement (Retail Only-Review TIE Agreement)
	
	

	5
	Distribute Business Cards & Name Tag (if Applicable)
	
	

	6
	Introduce to Team & Department
	
	

	7
	Review Paycom Portal
	
	

	8
	Review Time & Attendance Menu
	
	

	9
	Review My Performance Menu in Paycom
	
	

	10
	Review and Create Top 10 Goals in Paycom
	
	

	11
	Review Dress Code Policy
	
	

	12
	Review Attendance Policy
	
	

	13
	Review Desktop Guidelines / FCC Guidelines
	
	

	14
	Review Discipline Policy
	
	

	15
	Review Departmental Procedures
	
	

	16
	Create and Review Initial Training Plans
	
	

	17
	Review Job Schedule & Hours
	
	

	18
	Review Performance Standards
	
	

	19
	Review Computer, Including Appropriate E-mail and Internet Usage
	
	

	20
	Review Synapsis Sign-on and Corporate Referral Incentive Program
	
	

	21
	Review Security Procedures
	
	

	22
	Review Disaster Recovery Plan
	
	

	23
	Review Emergency Exit Procedures
	
	

	24
	Review Telephone Procedures and Expectations
	
	

	25
	Review Mail Procedures – Incoming & Outgoing
	
	

	26
	Show Restroom, Break Room, Conference Room, Bulletin Board, etc.
	
	

	27
	Show Copier, Fax Machine, Printer, Office Supplies, etc.
	
	

	28
	Perform 90 Day Review
	
	


Instructions

1.  Plan for your employee to attend New Hire Orientation
All new employees need to attend New Hire Orientation.  The information in this session is designed to help the new employee be successful and learn more about our company culture. Your employee will receive an email invitation from HR and you will be copied as well.
2.  Welcome New Employee
You want to make the new employee feel welcome on his/her first day in your office.  Some departments will have a welcome gift for the employee, some departments have a welcome lunch for the entire department, and some departments have flowers and a welcome sign at the new employee’s desk.  These are just a few ideas. Do what works best for your department.
3.  Review Building Access & Parking – 
Schedule biometric appointment/thumb printing with John Scholten or Sheila Cunningham to gain building and departmental access

4.  Review Job Design and Job Design Supplement, *Retail Only-Review and have employee acknowledge TIE Agreement
5.  Distribute Business Cards & Name Tag (if Applicable)
Distribute business cards and name tag if needed.
6.  Introduce to Team & Department

7.  Review Paycom Portal
HR will review the Paycom Portal but you should review this with the employee so they understand your expectation for Sick Days and time off requests.
8.  Review Time & Attendance Menu
Clocking in and out is very important for a non-exempt employee.  If your employee is non-exempt, please explain the importance of this for your department and for the accounting department.  Also remind your new employee that all overtime must be pre-approved.  
9.  Review My Performance Menu in Paycom
10.  Review Top 10 Goals
Help your new employee create their Top 10 Goals in Paycom.  This will help you when PASA time comes around.

11.  Review Dress Code Policy
The dress code policy may be confusing for new employees.  While we do go over it in New Hire Orientation, it may help a new employee understand it better if you tell them about how it affects our customers.  For example, when a customer comes in the bank and sees you in an Extraco shirt they know that you will be able to help them or at least get them the help they need.
12.  Review Attendance Policy
13.  Review Desktop Guidelines / FCC Guidelines
Explain our Desk Guidelines / Financial Center Concept Guidelines.  It may seem different to a new employee that we are strict on what you can have in your office.  However, once he / she understands this is for the benefit our customers, it will know longer seem so different.
14.  Review Discipline Policy
Extraco has a progressive disciplinary policy located in the Employee Handbook.  Explain how the progressive disciplinary policy works.  For more information, please look at the current employee handbook.
15.  Review Departmental Procedures
Your departmental procedures are very important to the success of Extraco.  Explain the reason for the procedures and how they help with the success of Extraco.

16.  Review Initial Training Plan
Developing an initial training plan for the new employee will help the new employee feel more comfortable and set expectations and how he/she will gain the knowledge needed to perform his / her job.
17.  Review Job Schedule & Hours
Give the employee his/her schedule.  Also, discuss the Attendance Policy and how important it is for him/her to be at work.

18.  Review Performance Standards
Review department performance standards with your new employee.  For example:  Maybe the first 90 days you will be getting to know the department as well as some of the functions of the job.  We do not expect you to be functioning on your own with out our guidance.
19.  Review Computer Policies and Procedures, Including Appropriate E-mail and Internet Usage
We review the computer, e-mail and internet guidelines very briefly in New Hire Orientation.  Please help him/her understand the Novell Tree, etc.
20.  Review Synapsis Sign-on 
Show employee how to sign onto Snap [1st log in is badge number and “password”], change password, look up a customer, input a prospect, and enter a referral. Show him/her the Training and Reference Materials located on the Suite Manager page. 
21.  Review Security Procedures
What are the security procedures within your department?  According to Maslow’s Hierarchy of Needs: the first level is physiological needs (the need for food, water, shelter and clothing) the second need is security (the basic need for social security in a family and society that protects against hunger and violence).  Once an employee knows how we will protect him/her and what we will do in case of an emergency.  It will help this employee feel more comfortable.
22.  Review Disaster Recovery Plan
What will your department do if we have a disaster?  Where will they check in?  Who will notify them?
23.  Review Emergency Exit Procedures
What are the emergency procedures within your department?
24.  Review Telephone Procedures and Expectations
Explain what the telephone procedures are for your department.  Also explain how you expect him/her to answer the phone when it rings.  Most companies today will let a phone roll over to voicemail.  However, it is very important at Extraco that everyone who calls speaks to someone.
25.  Review Mail Procedures – Incoming & Outgoing
Explain where the incoming and outgoing mail is located.
26.  Show Restroom, Break Room, Conference Room, Bulletin Board, etc.
Where are the rest rooms, break rooms, conference rooms, etc?
27.  Show Copier, Fax Machine, Printer, Office Supplies, etc. 
Where are the copier, fax machine, and printer, and how do you request office supplies?
28.  Pull 90 Day Review from ExtraConnect.

Deliver to Employee and send signed copy to HR.
