Manager Onboarding Toolkit
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Onboarding Checklist

This checklist is provided for your use and offers areas to consider as you are onboarding a new employee. It is not prescriptive but does invite you to think critically about what information would be most helpful to create a smooth entry for a new employee into your department. The detailed onboarding materials checklist can be customized to your respective departmental needs.
New Hire Information

Name: ________________________________________________ Email: ______________________________
Department: ___________________________________________ Phone: _____________________________


Campus Address: ___________________________________________________________________________
Supervisor: __________________________________________Date of Hire (mm/dd/yyyy):___/____/_______
​​​​​​​​​​​​​​​​​​​​​​​​​Pre-Boarding 
Create a welcoming and smooth transition to Dartmouth College and your department/division. 
	At least 2 weeks prior -

	Task 
	Assigned to: 
	Complete by:

	 FORMCHECKBOX 
Complete and submit Payroll Authorization (PA) (contact candidate directly to obtain necessary info); Receipt of PA and entry into HRMS will drive Email access and Dartmouth Name Directory (DND) account, as well as scheduling the employee for New Employee Orientation. Two weeks prior is the latest you should submit PA; ideally, as soon as acceptance is received, department should complete and submit PA form.
	
	

	 FORMCHECKBOX 
Coordinate first day/week schedule & begin organizing Onboarding and Transition Plan
 (See Sample Onboarding and Transition Plan)
	
	

	       FORMCHECKBOX 
Send welcome letter/email to employee including details of first day and week including/attaching the New Hire Onboarding Checklist 
Topics to consider:

· Department location

· Parking arrangements

· Arrival and departure time

· Meetings and introductions (include departmental peer)

· Lunch arrangements

· Department dress code

· New Employee Orientation

(See Sample Welcome Letter)
	
	

	 FORMCHECKBOX 
Assign an onboarding buddy - a departmental peer from same (or related group) dept. for new employee and provide guidance concerning role and responsibilities; this person should be interested in helping the new employee and who will be capable, available and willing to assist them.

 FORMCHECKBOX 
Schedule time for new employee and departmental peer.


	
	

	 FORMCHECKBOX 
Prepare office access and equipment 
· Obtain computer and set up 

· Schedule computer set up with Information Technology Services 

· Printer/printer access

· Confirm email address
· Confirm phone and phone number
· Obtain office/building keys or access 
	
	

	 FORMCHECKBOX 
Prepare office space/workstation and supplies
· Clean office
· Provide basic supplies
· Order business cards and nameplate 
· Set up mailbox 
(See Onboarding Materials Checklist)
	
	

	 FORMCHECKBOX 
Schedule meetings with applicable colleagues, peers, and partners – include in Onboarding and Transition Plan

Consider: 
· Recurring one-on-one meetings with supervisor

· Recurring divisional and/or dept staff meetings

· Recurring applicable quarterly meetings

· Introductory meetings with appropriate internal and external staff

· Prioritize meetings with colleagues currently covering areas of responsibility – schedule multiple meetings if necessary

· Ergonomics evaluation with EHS

· Meetings with Leadership to understand mission, vision and strategic goals of division and/or dept.

· If new hire is Manager – schedule meetings with direct reports


	
	

	 FORMCHECKBOX 
Create/update an overview of the college/division/department (e.g. history, vision, mission, core values, and strategic plan; annual reports, metrics; leadership structure and organizational chart; web site)
	
	

	 FORMCHECKBOX 
Create/update information list of department-specific policies and procedures:

· Hours of operation

· Breaks/Lunch expectations

· Requesting time off – tracking time
· Performance review process

· Professional development programs

· Activities

· Office supply order procedure

· Dress code

· Safety procedures

· Attendance

· Phone and Email etiquette 

· Payroll – pay periods, expectations of first paycheck
· VPN procedure

· Voicemail procedure

· Copier usage/scanning process

· Other departmental electronic systems
	
	


	1-2 Weeks Prior

	Task 
	Assigned to:
	Complete by: 

	 FORMCHECKBOX 
Facilitate connection between departmental peer and new hire 
	
	

	 FORMCHECKBOX 
Announce new hire and their arrival to all department staff and campus partners
(See Internal Welcome Communication)
	
	

	 FORMCHECKBOX 
Confirm registration of upcoming central New Employee Orientation, schedule, block time for attendance, and notify supervisor (if needed)
	
	

	 FORMCHECKBOX 
Review, plan and add to Onboarding and Transition Plan attendance at any upcoming campus-wide events (e.g. Fall Services Fair, Wellness Fair, Town Meetings, Community Lunch, etc.) 
	
	

	 FORMCHECKBOX 
Arrange for a welcome breakfast/reception with department  
	
	

	 FORMCHECKBOX 
Review position description and expectations –
 FORMCHECKBOX 
Include position description in first-day materials to new hire
(See Goal Setting Worksheet)
	
	

	 FORMCHECKBOX 
Create training plan – include in Onboarding and Transition Plan
	
	

	 FORMCHECKBOX 
Plan for someone to greet new employee on first day/Remind reception/front desk or dept-equivalent of employee first day
	
	


​​​​​​​​​​​​​​​​​​​​​​​​​
Onboarding 
	Day 1-2 - Welcome, orient, and begin connecting the new hire to the culture and people at Dartmouth College. Supervisor and departmental peer help orient the new hire to the department, division, and college. 

	Task
	Assigned to:
	Complete by: 

	 FORMCHECKBOX 
New employee attends New Employee Orientation, if possible
	
	

	 FORMCHECKBOX 
Welcome employee to dept and escort to office space
	
	

	 FORMCHECKBOX 
Ensure employee completes I-9 form with HR & hire paperwork in ESS
	
	

	 FORMCHECKBOX 
Sign confidentiality agreement, if applicable to dept or position
	
	

	 FORMCHECKBOX 
Provide keys for office, building, etc. 
	
	

	 FORMCHECKBOX 
Tour of office 
· Focus on basic needs (restroom, lunch/break room, etc.)

· Introductions to key staff

 FORMCHECKBOX 
Introduction to departmental peer
	
	

	 FORMCHECKBOX 
Meet with supervisor – 
· Provide overview of Onboarding and Transition Plan highlighting day and week one.
· Provide information packet of department-specific information (See above) to complement welcome letter sent earlier.

· Review position description and Goal Setting Worksheet
	
	

	 FORMCHECKBOX 
Acquire College ID and Parking Pass (if not obtained in NEO)
	
	

	 FORMCHECKBOX 
Workspace overview
· Telephone/voicemail setup (provide instructions including voicemail retrieval instructions)

· Computer log-in and email setup

· Review business cards and nameplate (if needed) 
· Describe procedures for calendaring within department (and those they will be working closely)
	
	


	First 2 Weeks – Help acclimate the new hire and address any questions and/or concerns.


	Task 
	Assigned to: 
	Complete by: 

	 FORMCHECKBOX 
Targeted discussion regarding professional development opportunities
	
	

	 FORMCHECKBOX 
Orient to standing meetings schedule (daily, weekly, and monthly) 
	
	

	 FORMCHECKBOX 
Review and include in “tag-along” meetings for initial period of employment
	
	

	 FORMCHECKBOX 
Review departmental or divisional projects and/or objectives
	
	

	 FORMCHECKBOX 
Provide overview of departmental annual cycle including times of high volumes, anticipated overtime or lighter workload
	
	

	       FORMCHECKBOX 
Ensure new hire knows location of supply room and conference rooms as        

      well as ordering and/or scheduling procedures
	 
	

	        FORMCHECKBOX 
 Provide full campus tour and/or expansion of building tour and 

      introductions to other departments, if needed
	
	

	        FORMCHECKBOX 
 Encourage the use of community resources (gym, libraries, lectures,  

            Hood, HOP, After Hours and MUUV programs)

      
	
	


	First 30 Days: Help new hire connect with the campus community.

	Task
	Assigned to: 
	Complete by: 

	 FORMCHECKBOX 
Review of college employee policies
	
	

	 FORMCHECKBOX 
Frequent check-ins regarding administrative items (e.g. supplies and equipment)
	
	

	 FORMCHECKBOX 
Review programs and outreach opportunities offered by IDE (Institutional Diversity and Equity) 
	
	

	 FORMCHECKBOX 
Complete Title IX Training and review workshop offerings
	
	

	 FORMCHECKBOX 
Departmental peer activities (e.g. visit campus amenities like Alumni Gym, Library, Hood Museum, Hopkins Center, Collis, etc.) 
	
	

	 FORMCHECKBOX 
Attend campus-wide events 
	
	

	 FORMCHECKBOX 
Review campus resources and where to find information 
	
	

	 FORMCHECKBOX 
Review training plan and add any new relevant opportunities  
	
	

	 FORMCHECKBOX 
Performance management process 
	
	


	6 Months and Beyond 

	Task
	Assigned to: 
	Completed by: 

	 FORMCHECKBOX 
Prepare for Talent Acquisition Onboarding check-in
	
	

	 FORMCHECKBOX 
Continue check-ins regarding administrative items (e.g. parking renewal, purchases, travel, etc.)
	
	

	 FORMCHECKBOX 
Mid-point performance management discussion with 
     manager/supervisor
	
	

	       FORMCHECKBOX 
Create development plan (if needed)   
	
	



