
New Employee Orientation Checklist



 ❏ Introduce the new employee to their co-workers:
  ❏ Indicate to each co-worker what the new employee’s position will be.
  ❏ Explain the functions of each person to the new employee as you introduce them.
 
 ❏ Show the new employee around:
  ❏ Tour the department, plant or job site.
  ❏ Explain where the lavatories, coffee and/or break areas and the parking facilities are located.
  ❏ Explain the various departments within the organization and their interrelationship.
  ❏ Set a time and date, within one week, to cover any questions or concerns of the new employee  

  and check on progress.

  
 4. Introduce the New Employee to the Job
 
 ❏ Insure the new employee’s work area, equipment, tools and supplies are prepared and available.
 ❏ Have the employee sign for any tools, equipment, vehicles, etc. provided by the company.
 ❏ Explain the levels of supervision within the department.
 ❏ Provide the new employee with the necessary or required training to perform the job safely.
 ❏ Inform the employee of the person to contact if on-the-job-injury occurs.
  
  Explain the use of:

 ❏ Telephone ❏ Mail Procedures
 ❏ E-mail ❏ Supply Procedures
 ❏ Copy Machine ❏ Company Vehicles
 
 ❏ Explain the hours of work, overtime procedures, call-in procedures.
 ❏ Give the new employee the department telephone number.
 ❏ Review the location of the department’s first aid equipment.
 ❏ Explain any housekeeping responsibilities.
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