ONBOARDING

Onboarding Process and Checklists
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The Onboarding process is a 4-step process. This process starts after the
orientation and applies to all employees joining the organization (new or
transfer). It is NOT intended to duplicate the employee orientation provided by
the company.

STEP 1: New Employee Orientation
Includes “Prior to Employee Starting in Organization Checklist”
Includes Intern Onboarding (Step 1.1) (separate checklist)
STEP 2: Onboarding List for Employees or Manager Checklist
STEP 3: Onboarding Meet with Manager Checklist

STEP 4: Onboarding at the job role level

STEP 1: New Employee Orientation/Pre-Onboarding Manager Checklist

New employee orientation is handled by Human Resources. This checklist covers
management responsibilities and tasks PRIOR to an employee joining the
organization and also picks up where new employee orientation ends.

Managers —complete the following checklist prior to arrival new organizational
employees.

New Employee Orientation
Manager Checklist for Prior to Employee Start Date | Purpose

New to Company

Employee Onboarding Framework and Checklist (from HR system) Reference/Awareness for
manager




New Employee Onboarding Reference/Awareness for

. . . . manager
NOTE: Manager will have Onboarding Checklist and Actions &
available in HR system (see sample picture below)
O Complete the Onboarding Setup in HR system
I Inbox
2 itema
Onboarding Setup for Hire: Anna Smith 2CHR - Finance Systems Integration (Finance Systems I...
15 hour(s) ago - Effective 08/12/2018
Job Requisition: 00000013362 777 Finance Analyst-1
5 day(s) ago - Effective 08/08/2018
Go to Inbox
O Complete the Pre-Arrival Checklist in HR system (see sample Manager reviews checklist to
picture below) Accessible via Manager Onboarding Toolkit. ensure all necessary steps or

tasks were completed.

Onboarding Poet Advisor

2 ety Pest Advises

* Team member whawil partner wih you to help welcame, rain and assist with daptoday progress of ew employee
« et more information on thes mporlant ole please review the Peer Adiser Guide

Z Coordinate Weet 1 sctivties with peer advisor

+ Nesw hie il attend the employes arientation on Day 1

* reate plan for day 2 actilies and communizaleto ensure emplojee knows whete toreper and vhe they wil meet
* Create  plen and schedule for new employee's Week 1 sctivies

* Createa plan o review polcies nd procedures

Welcome Your New Employee
= Callyour new empleyee and weicome tem to yout org aftetthey have gencies and 1 fim ataet date has been eatablished with the recifer
= Creste and send an announcement about the new empleyee 10 Jour team

Modify Organizational Information and Resources

= Update anyorganizations charts ueed by your team

= Regquest acees o your rganzation®s informatien e g, shaved drivea), SharePointe) and webdsitels)
= Update any distributons Lsts used by your team after the employees emal s credted

Request Provisions

= Submitorde for

Faciitesfworkspice: Ste Seeviees Suppont

* Compute. Subenit Mear i orm found on e Computng Services Portal
+ Phone: My Services and MARS

Z Importnt note about non41.$, ies: Cderng T equpment for norel. 5. countries tekes longer nd an vary depinding on the counry o regon ComactT Sarvce Fll ment Anslysts as soan a8 pose bl fo ot
o § nes haes, 30 helr computng egu pment s ready upon il
* [FInternationsl websne: Boeing T

O oObtain laptop for employee Per process (need link)

NOTE: If employee needs Mac (rather than PC), refer to the
appropriate wiki for setup and troubleshooting information.

O oObtain any peripherals needed for the job including hardware, | Per process (need link)
software, etc.




O oObtain desk location for employee
e Contact Staff Analyst for available desk locations

O oObtain phone for employee (cell, desk phone or both) Wireless Store

Desk Phone (includes ordering
accessories)

O Peer Advisor Activities Manager should identify an
employee who will act as Peer

Advisor/mentor for new
O Identify Peer Advisor employee.

O Inform Peer Advisor Ensure the Peer Advisor is
O Schedule meeting between Peer Advisor and new employee | aware of the PA

responsibilities.

Reference the Peer Advisor Guide (available in HR system)

Schedule meeting with PA and
new employee for first or
second day of new employee’s
employment.




For those employees who are not new to the company, just new to the
organization, Managers should review and complete the following checklist.

New to Organization

O Review Hiring Manager Checklist

Manager reviews checklist to
ensure all necessary steps or
tasks were completed.

O oObtain laptop for employee

NOTE: If employee needs Mac (rather than PC), refer to the
appropriate wiki for setup and troubleshooting information.

Per process (need link)

O oObtain any peripherals needed for the job including hardware,
software, etc.

Per process

O oObtain desk location for employee
e Contact Staff Analyst for available desk locations

O oObtain phone for employee (cell, desk phone or both)

Wireless Store

Desk Phone (includes ordering
accessories)

O Peer Advisor Activities
Reference the Peer Advisor Guide (available in HR system)
O Identify Peer Advisor

O Inform Peer Advisor
O Schedule meeting between Peer Advisor and new employee

Manager should identify an
employee who will act as Peer
Advisor/mentor for new
employee.

Ensure the Peer Advisor is
aware of the PA
responsibilities.

Schedule meeting with PA and
new employee for first or
second day of new employee’s
employment.




STEP 2: Managers — complete the following checklist with all new organizational

employees. Provide copy to employees so they have access to links and

information.

Organizational Onboarding Items

Purpose

actions listed in HR system (via Manager
Onboarding Toolkit)

O Meet with your manager See STEP 3:Meet with Manager | Manager
checklist
O Work with assigned Peer Advisor Explain purpose of peer advisor | Manager
(help welcome employee, train
and assist with day-to-day
progress of employee, etc.)
O Access This is the administrative Manager
e Accounts and site access servers, SharePoints, etc. used | and
e SharePoint sites, servers, etc. by the specific group. Mentor
Access for specific projects or
applications is not listed here.
O Performance and Development Expectations Review and identify schedule
e HR system for evaluations and reviews
O HR System — complete Onboarding actions listed in Employee
HR system (via Onboarding icon)
O HR System — Monitor completion of onboarding Manager

a

Review Organizational Information including, but
not limited to:

e Vision, Mission, Goals

e Strategy and Priorities

e Employee Portal

e Statement of Work

e Organizational Charts (including

management structure)

Review the list to ensure
employee has a good
understanding of the
organization.

Be sure to provide links so
employee can refer back to the
information, as needed.

Manager

Org-level Processes

e Travel policy process (request and approval)
e Training requests

e Expense report policy and process

Review the list to ensure
employee has a good
understanding of the processes
within the organization.

Be sure to provide links so
employee can refer back to the
information, as needed.




O safety Review safety rules and Manager
requirements

O Emergency information and reporting Describe how to respond to an | Manager
emergency at work, include a
fire, earthquake, severe
weather event, flood, bomb
threat, shooting, etc.

O safety and evacuation for site/building Review safety information for Manager
location including evacuation
assembly and Shelter-in-Place

O Review Location/Site Information Include anything specific or Manager
unique about the location

O Any other items of note (parking, cafeteria, Manager
security, etc.)




STEP 2: Managers — complete the following checklist with all new organizational
managers. Provide copy to the onboarding manager so they have access to links
and information.

Organizational Onboarding Items Purpose

O History and Story of the organization Review the history of the
organization and how we
arrived at this point.

O What is the Purpose and Intent of the organization | Explain the purpose and intent
of the organization (this ties in
with the Vision & Mission)

O Review Organizational Information including, but | Review the list to ensure Manager
not limited to: employee has a good
o Vision, Mission, Goals understanding of the
o Strategy and Priorities organization.
o Employee Portal Be sure to provide links so
o Statement of Work employee can refer back to the
o Organizational Charts (including information, as needed.

management structure)

O oOrg-level Processes Review the list to ensure
e Travel policy process (request and approval) employee has a good
e Training requests understanding of the processes
e Expense report policy and process within the organization.

Be sure to provide links so
employee can refer back to the
information, as needed.

O Key Contacts Provide manager the list of FYI
contacts and focals for various
functions and roles (HR,
Finance, Compliance, etc.)

O Finance 101 Talk with Finance Rep for Manager
finance review and training and
Finance
Rep

O safety Review safety rules and Manager
requirements




a

Emergency information and reporting

Describe how to respond to an
emergency at work, include a
fire, earthquake, severe
weather event, flood, bomb
threat, shooting, etc.

Manager

a

Safety and evacuation for site/building

Review safety information for
location including evacuation
assembly and Shelter-in-Place

Manager

a

Review Location/Site Information

Include anything specific or
unique about the location

Manager

a

Any other items of note (parking, cafeteria,
security, etc.)

Manager

O Meet with your manager See STEP 3:Meet with Manager | Manager
checklist
O Be assigned a Manager Peer Advisor Explain purpose of peer advisor | Manager
(help welcome employee, train
and assist with day-to-day
progress of employee, etc.)
O Access This is the administrative Manager
e Accounts and site access servers, SharePoints, etc. used | and
e SharePoint sites, servers, etc. by the specific group. Mentor
Access for specific projects or
applications is not listed here.
O Performance and Development Expectations Review and identify schedule
e HR system for evaluations and reviews
O HR System — complete Onboarding actions listed in Employee
HR system (via Onboarding icon)
O HR System — Monitor completion of onboarding Manager
actions listed in HR system (via Manager
Onboarding Toolkit)




STEP 3: Managers — complete the following checklist with all new Managers.
Provide copy to new manager so they can complete the “Notes” section, as
needed.

“Meet with Manager” Checklist Notes

O Complete Onboarding checklist (Step 2)

O Review Work Schedule
e work week guidelines (flexing, etc.)
e overtime policy
e vacation and sick leave policy (aka PTO)
e holiday schedule

O Review Timekeeping/Charging Instructions
e how to flex schedule
e how to enter vacation in advance

O Review Virtual Office/Telecommuting Policy

Review Communication, Contact, & Availability

Guidelines

e planned absences and unplanned absences
policy (who and how)

e |sthere a group calendar
Required calendar information (i.e., list hours
and backups)

e Status via Microsoft Lync

O Review E-mail signature Guidelines
e What should be included?
e What is not allowed? (i.e., graphics, images,
etc.)

Review Staff Meeting schedule

Identify Other Recurring Meetings — list of
meetings and their purpose

® One-on-One meeting with senior manager
e Other meetings, as applicable

e Group Operating Cadence

O Review Group and organizational distribution lists




“Meet with Manager” Checklist Notes

O Review Mandatory Training list —including
deadlines

Validate Safety Information for the location

Recycling Policy for the site

Kitchen locations and policy Review location of kitchens, microwaves,
refrigerators, coffee, etc.

O Review statement of work, expectations, and next
steps

O Review Manager’s assigned group and explain the
various roles in group

O Introduce Manager Peer Advisor

Schedule onboarding follow-up meeting within 30
days

O HR System — complete Onboarding actions listed
in HR System (via Onboarding icon)




STEP 3: Managers — complete the following checklist with all new organizational
employees. Provide copy to employee so they can complete the “Notes”
section, as needed.

“Meet with Manager” Checklist Notes

O Complete AIMS Onboarding checklist (Step 2)

O Review Work Schedule
e work week guidelines (flexing, etc.)
e overtime policy
e vacation and sick leave policy (aka PTO)
e holiday schedule

O Review Timekeeping/Charging Instructions
e how to flex schedule in timekeeping system
e how to enter vacation in advance

O Review Virtual Office/Telecommuting Policy

Review Communication, Contact, & Availability

Guidelines

e planned absences and unplanned absences
policy (who and how)

e |sthere a group calendar
Required calendar information (i.e., list hours
and backups)

e Status via Microsoft Lync

O Review E-mail sighature Guidelines
e What should be included?
e What is not allowed? (i.e., graphics, images,
etc.)

Review Staff Meeting schedule

Identify Other Recurring Meetings — list of
meetings and their purpose

® One-on-One meeting with manager

e Other meetings, as applicable

e Group Operating Cadence

O Review Group and organizational distribution lists




“Meet with Manager” Checklist Notes

O Review Mandatory Training list —including
deadlines

Validate Safety Information for the location

Recycling Policy for the site

Kitchen locations and policy Review location of kitchens, microwaves,
refrigerators, coffee, etc.

O Review employee’s statement of work,
expectations, and next steps

O Review group and explain the various roles in
group

O Introduce Peer Advisor

Schedule onboarding follow-up meeting within 30
days
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