Supervisory Onboarding Checklist for New Hires

Effective onboarding can drastically improve a new hire’s probability of being successful in their new role, and as a
supervisor, your duties begin before the new hire’s first day. Take some time to prepare so that new hires feel a sense
of belonging and inclusion from day one, which will then enable them to get up to speed more quickly on the technical
aspects of their position. Begin using this form to develop your onboarding plan as soon as HR confirms that the
candidate has passed all the conditions of their job offer.

EMPLOYEE NAME: TITLE:

START DATE: SUPERVISOR:

Before employee’s first day of employment:
1. Assoon as possible after you get confirmation from HR, call the employee and go over the following items. This
call is a critical step in assuring the employee that we are excited and prepared to have them join the team.
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Congratulate the employee and welcome them. Let them know you want to go over a few things before they
start.
Ask about their preferred name or nickname (work with IT for email/business card/directory setup if different
from given name on application).

Fill out IT New Hire form to get technology needs set up.
Confirm their start date and work schedule (what time to report to duty, what time shift ends). Explain break
or rest periods allowed during shift.

Discuss lunch plans on day one (supervisor taking new hire out on first day is a nice touch, otherwise explain
if there are nearby popular lunch spots or refrigerators/microwaves and lunchroom availability)

Provide information about employee parking areas and where to check in on first day, who to ask for.
Discuss uniform/dress code expectations, what should they wear on day one? Will there be photos or
interviews for internal or external distribution to introduce employee?

Discuss flexible workplace policy and expectations for in person or remote work arrangements.

Remind employee to bring documentation requested by HR for payroll setup.

Give employee your contact information (email and cell phone number) so they can contact you if needed.
Ask employee if they have any requests or ways you can support them to be successful in the position. Any
specific equipment or supplies they need?

Ask employee if they have any questions.

2. If you haven’t gotten the following information from other departments at least one week before the
employee’s first day, follow up directly with them.
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Is office, cube, work desk or other space ready for the employee with basic supplies, equipment or tools
needed to do the work?

Have you notified other employees or key contacts of the new employee’s start date/name/other info?
Has the door sign been installed with employee’s preferred name?

Have business cards been ordered?

Has the employee been scheduled for a new hire orientation?

Has the employee been set up with login information for software needed for the job?

Has the employee been scheduled for a new hire photograph and interview?

Does the employee need a city credit card?

Does the employee need access to any secure areas or software systems?

On the employee’s first day:
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Ensure you or someone else is assigned to meet/greet the new hire

Bring new hire to HR with their payroll documentation to verify the Form 19

Show employee to their work area, provide space to store personal items

Give employee tour of workspace, including break areas, mail area, emergency exits, tornado shelter, first aid
kits, eyewash stations, restrooms, etc.

Introduce new employee to co-workers and key staff

Tour other city buildings or sites needed to do the work

Take the employee out to lunch or ensure they have a lunch buddy

Ensure employee is able to access city email and set up a signature, access voicemail and set up message, is
assigned city equipment as needed

Discuss expectations for employee responding to voicemails, emails outside of work hours, explain how to
access email remotely if needed.

Teach employee how to request time off and keep a record of time for payroll.

Provide information on hard copy and electronic data storage, give brief overview of data practices and records
retention information. Explain MN Government Data Practices Act.

Prepare employee and explain required cybersecurity trainings

Explain the intranet and other drives, show how to access information including SDS (safety data sheets) if
required.

Assign a peer buddy or mentor to serve as resource to new hire if supervisor is unavailable.

If position requires writing reports, share the style guide.

If position requires budgeting or finance responsibilities, share the quick finance guide.

Provide any other resources, job aids or guides needed to complete job assignments.

Start employee training program or provide some introductory work assignments.

Within the employee’s first week:
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Explain training required for position

Provide OSHA and other related safety training needed for position

Explain department and division organization chart, goals, key projects, objectives and how it connects to the
city’s strategic priorities mission and CIVIC values.

Discuss upcoming citywide events (recognition events, committee meetings or other), encourage participation
Discuss work assignments and performance expectations.

Schedule “getting to know you” meetings for the new hire with key internal and external contacts needed for
their position.

Schedule new hire for ride-alongs or job shadows of other staff as needed to understand the work and how it
intersects with others.

Ask employee for feedback, what do they need?

Provide your initial feedback to the employee on how things are going, continue to share expectations.

At regular intervals during first year (e.g. 30 days/90 days/6 months):
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Meet with the employee.

Ask what is going well for the employee.

Ask where the employee is being challenged.

Share your feedback, both kudos and course corrections, if needed.
Work with employee to set focus areas/goals for the next check in.
Continue to provide regular ongoing feedback.



