NEW EMPLOYEE ORIENTATION &
ONBOARDING
Welcome to the Library!
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BEFORE START DATE
Outcomes: This is a welcoming work environment with informed colleagues and a fully-equipped work space.
New employees feel “settled in” on their first day.
Schedule and Job Duties
•

•

•

Send offer letter.
o Confirm start date/time.
o I-9 Form and instructions. Employees should bring to orientation documents supporting
their eligibility to work in the United States.
o Employee handbook acknowledgement receipt.
o Federal and state tax withholding forms.
o Emergency contact information form.
o Benefit plan enrollment forms.
Send welcome packet/email. (Intranet link to download documents)
o See Welcome Packet document for a list of items.
o Provide employee information for Intranet and email access.
o Provide name of onboarding buddy if applicable.
Plan the employee’s first assignment.

Socialization
•
•
•
•
•

Email department/team of the new hire. Include start date, employee’s role, and short bio.
Include picture if possible.
Set up meetings with critical people for the employee’s first few weeks.
Arrange for lunch with the appropriate person(s) or buddy for the first day or during first week.
Meet with the buddy and provide suggestions and tips.
Arrange for a library tour.

Work Environment
•
•
•
•

Clean the work area, and set up workstation/office space with supplies.
Order office or work area keys.
Order business cards and name plate, if applicable.
Add employee to relevant email/phone lists.
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Technology Access and Related
•
•
•
•
•

Identify computer needs and technology requirements.
Setup technology equipment (computer, printer, phone) and software.
Contact Digital Services to have the system set up in advance.
Arrange for access to common drives and coordinate roles authorizations.
Arrange photo for employee ID.

Training/Development
•

•

Schedule employees for New Employee Orientation sessions.
o *Human Resources:
 Introduction to Library, its mission, functions, and culture.
 New employee forms completion.
 Benefit plan information, discussion, and enrollment.
 Review policies.
 Review administrative procedures – computer systems and logins, phone
systems, ID badge, supplies and equipment
o *Safety and Security:
 Review security, safety, fire, emergency evacuation, job-related safety issues.
o *Supervisor:
 Discuss department standards, work station location issues, attendance and
punctuality standards, reporting of absences, pay problem reconciliation,
Paycom completion, timekeeping and reporting codes, complaint procedures.
 Closing—general question-and-answer session.
Arrange pertinent trainings required for the job.

EMPLOYEE’S FIRST DAY
Outcomes: The employee feels welcomed and prepared to start working; begins to understand the
position and performance expectations.
Schedule, Job Duties, and Expectations
•
•
•
•
•

Clarify the first week’s schedule, and confirm required and recommended training.
Provide an overview of department – its purpose, organizational structure, and goals.
Review job description and sign, outline of duties, and expectations.
Describe how employee’s job fits in the department, and how the job and department
contribute to the Library.
Review hours of work. Explain policies and procedures for Paycom, use of vacation and sick
time, holidays, etc. Explain any flexible work policies or procedures.

Socialization
•
•
•
•

Be available to greet the employee on the first day.
Introduce employee to others in the workplace.
Introduce employee to their buddy if applicable.
Take employee out to lunch if applicable.
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Work Environment
•
•
•
•
•
•
•

Give employee key(s) to office if applicable.
Have employee photo taken for ID card.
Escort employee to Human Resources to complete benefits and payroll paperwork.*
Provide department or building-specific safety and emergency information.*
Meet with supervisor.*
Take employee on a library tour.
Explain how to obtain office supplies.

Technology Access and Related
•

Provide information on setting up voicemail and computer.

FIRST WEEK
Outcomes: New employee builds knowledge of internal processes and performance expectations; feels
settled into the new work environment.
Schedule, Job Duties, and Expectations
•
•
•
•
•

Give employee initial assignment. (Make it something small and doable.)
Debrief with employee after employee attends initial meetings, training, and begins work on
initial assignment. Also touch base briefly each day.
Provide additional contextual information about the department and organization to increase
understanding of the purpose, value, goals, and initiatives of the Library.
Explain the annual performance review and goal-setting process.
Review the process related to the probationary period.

Socialization
•

Arrange for a personal welcome from the department.

Technology Access and Related
•

Ensure employee has fully functioning computer and systems access and understands how to use
them.

FIRST MONTH
Outcomes: Employee is cognizant of the expected performance relative to the position and expectations;
continues to learn about the organization, and build relationships.
Schedule, Job Duties, and Expectations
•
•
•

Schedule and conduct regularly occurring one-on-one meetings.
Continue to provide timely, on-going, meaningful “everyday feedback.”
Elicit feedback from the employee and be available to answer questions.
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•
•

Explain the performance management process and compensation system.
Supervisor will discuss performance and professional development goals. Give employee
additional assignment(s).

Socialization
•
•

Continue introducing employee to key people and bring employee to relevant events.
Meet with employee and buddy to review first weeks and answer questions.

Training and Development
•
•

Ensure employee has attended a New Employee Orientation session.
Ensure employee is signed up for necessary training.

FIRST THREE MONTHS
Outcomes: Employee is becoming fully aware of responsibilities, beginning to work independently and
produce meaningful work. Employee continues to feel acclimated to the environment, both functionally and
socially.
Schedule, Job Duties, and Expectations
•
•
•
•

Continue having regularly occurring one-on-one meetings.
Supervisor will meet for informal three-month performance check-in.
Continue giving employee assignments that are challenging yet doable.
Create written performance goals and professional development goals.

Socialization
•
•

Have a check-in with the employee and buddy.
Take employee out to lunch, if appropriate, and have informal conversation about how things
are going.

Training and Development
•

•

Request the employee provide feedback on the training sessions and share as appropriate.
o Start Right Stay on Track
o Defending Access
Provide information about continued learning opportunities.

FIRST SIX MONTHS
Outcomes: Employee has gained momentum in producing deliverables, has begun to take the lead on some
initiatives, and has built some relationships with peers as go-to partners. Employee feels confident and is engaged
in new role while continuing to learn.
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Schedule, Job Duties, and Expectations
•
•

Supervisor conducts six-month performance review.
Review progress on performance goals and professional development goals.

Socialization
•
•

Create an opportunity for employee to attend or be involved in an activity outside of work area.
Meet with employee and buddy at the end of their structured buddy-relationship. Discuss how
things went and what else would be helpful to the employee.

THE EMPLOYEE’S FIRST YEAR
Outcomes: Employee is fully engaged in new role – applies skills and knowledge, makes sound decisions,
contributes to team goals, understands how their assignments affect others in the organization, and develops
effective working relationships. Employee has a strong understanding of Library’s mission and culture. Employee
continues to be engaged and has gained greater confidence in position; begins to take on additional assignments
and works with some level of autonomy.
Schedule, Job Duties, and Expectations
•
•
•

Supervisor celebrates successes and recognizes employee’s contributions.
Supervisor continues providing regular informal feedback, and provides formal feedback during
the annual review process.
Supervisor has a conversation with employee about working at the library to date.
o Extent to which employee’s expectations of role and Library align with reality.
o Extent employee’s skills and knowledge are being utilized and ways to better utilize
them; what’s working, what is more needed, etc.
o Begin discussing the year ahead.

Socialization
•
•

Support and encourage employee participation on committee or cross-functional team.
Solicit employee’s feedback and suggestions on ways to improve the onboarding experience. Do
this one-on-one or with a small group of new employees.

Training and Development
•

Discuss employee’s professional development goals and identify relevant learning opportunities.
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NEW
NEW EMPLOYEE
EMPLOYEE
ORIENTATION
ORIENTATION CHECKLIST
CHECKLIST
Employee Name:
Department:

Start Date:
Supervisor:

HUMAN RESOURCES (PRIOR TO START DATE)
☐ Send offer letter/email with confirmation of start date/time and necessary forms. (Jesse)
☐ I-9 instructions (Jesse)
☐ Federal and state tax withholdings (Felicia)
☐ Emergency contact information form (Felicia)
☐ Benefit plan enrollment packet (pick up at time of signing PCP testing form) (Felicia)
☐ Send welcome packet/email with welcome website.
☐ Orientation schedule/agenda for first week – Supervisor will work with Kristin and/or Kate
☐ CEO Welcome
☐ Organizational Chart – to be reviewed with employee on first day
☐ Mission, values, and community impact goals
☐ Employee handbook
☐ Holiday Calendar
☐ Pay Date Schedule
☐ Phone Directory
☐ Contact List
☐ Software/database list and functions
☐ Computer Orientation Process
☐ New Hire Survey – to be completed within two weeks after start date
☐ Parking instructions and dress code information
☐ Provide employee access to library intranet and email/Outlook
☐ Provide name of onboarding buddy if applicable
☐ Other?
☐ Email department and/or all staff introduction to new hire (include a photo if possible).
☐ Arrange photo for ID with Creative Group.
☐ Set up meetings with point contacts for employee’s first few weeks.
☐ Schedule employee for New Employee Orientation to meet with appropriate departments.
☐ Administration – meet CEO and/or Chief of Staff
☐ Human Resources – meet HR Director and Volunteer Coordinator
☐ Safety and Security
☐ Supervisor
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SUPERVISOR (PRIOR TO START DATE)
☐
☐
☐
☐

Arrange for work area, setup office space with supplies.
Contact Digital Services to set up computer needs and technology requirements.
Email department and/or all staff introduction to new hire (include a photo, if possible).
Work with Staff Development Coordinator to setup department and job specific training
requirements.
☐ Arrange for lunch with staff or buddy for first week, if appropriate.

HUMAN RESOURCES (FIRST DAY)
☐
☐
☐
☐
☐

Introduction to library, its mission, functions, and culture. (Kristin)
New employee forms completion. (Felicia)
Benefit plan information, discussion and enrollment. (Felicia)
Policy reviews – employee handbook and organizational chart. (Felicia)
Administrative procedures reviews – computer systems and logins, phone systems, ID badge,
supplies and equipment. (Kristin and Kate)

SUPERVISOR (FIRST DAY)
☐ Tour of Library, if applicable, and introduction to office space.
☐ Work with Staff Development Coordinator to set up department and job specific training
requirements as outlined by Supervisor.

HUMAN RESOURCES (FIRST WEEK) Kristin and Kate
☐ Check in with employee to see how things are going and if there is anything needed.
☐ Follow-up with employee on attending New Employee Orientation sessions and New Hire Survey.
☐ Ensure employee is signed up for necessary training.
☐
Paycom
☐
Mitel (phone system) – Digital Services
☐
EMS Scheduling, if applicable – Bonnie Cuevas
☐
Intranet
☐
“Computer Orientation” - set up other database/software trainings as determined by
supervisor

SUPERVISOR (FIRST WEEK)
☐
☐
☐
☐
☐
☐

Review and sign position description and job function within the department.
Review department’s functions within the Library.
Review Public Conduct Policy.
Review TSCPL’s customer service philosophy.
Expected standards of behavior-display a positive, professional attitude and image.
Scheduling – workweek and schedule/attendance/punctuality expectations-arrival/release time for
meetings and staff development.
☐ Give employee their initial assignment.
☐ Explain the annual performance review and goal-setting process.
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☐
☐
☐
☐

Review the process related to the probationary period.
Arrange for personal welcome from department.
Introduce employee to buddy, if applicable.
Review department specific checklists.

SECURITY (FIRST WEEK)
☐ Review of safety, security, fire, emergency evacuation, and other job-related safety issue policies.
☐ Tour with Facilities Manager (John), if appropriate.
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ONBOARDING CHECKLIST
Employee Name:
Department:

Start Date:
Supervisor:

HUMAN RESOURCES (FIRST MONTH)
☐
☐
☐
☐

Check in with employee.
Follow-up with employee on attendance at New Employee Orientation sessions.
Ensure employee is signed up for Harassment training.
Ensure employee is signed up for other necessary training.

SUPERVISOR (FIRST MONTH)
☐
☐
☐
☐
☐
☐

Schedule and conduct regularly occurring one-on-one meetings.
Continue to provide timely, on-going, meaningful feedback.
Elicit feedback from the employee (and buddy) and be available to answer questions.
Explain the performance management process and compensation system.
Discuss performance and professional development goals.
Give employee additional assignments.

BUDDY (FIRST MONTH)
☐ Continue to introduce employee to co-workers and integrate them into the Library culture.
☐ Work with employee on an ongoing basis as outlined by supervisor. Answer any questions that
arise.

HUMAN RESOURCES (FIRST THREE MONTHS)
☐ Check in with employee.
☐ Follow-up with employee and obtain feedback on New Employee training.
☐ Start Right Stay on Track
☐ Defending Access
☐ Computer Orientation sessions
☐ Additional training as needed
☐ Provide information to supervisor and employee on available learning opportunities.

SUPERVISOR (FIRST THREE MONTHS)
☐
☐
☐
☐
☐

Continue to have regular meetings.
Meet with employee for informal three-month performance check-in.
Continue to give employee assignments that are challenging yet doable.
Create written performance goals and professional development goals.
Check-in with employee and buddy.
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☐ Take employee out to lunch, if appropriate, to have informal conversation about how things are
going.
☐ Review department specific checklists.

SUPERVISOR (FIRST SIX MONTHS)
☐ Conduct six-moth performance review.
☐ Follow-up with Human Resources
☐ Review progress on performance and professional development goals.
☐ Create opportunities for employee to attend or be involved in activities outside of their work area.
☐ Meet with employee and buddy at the end of their structured buddy-relationship. Discuss how
things went and what else would be helpful to employee.
☐ Follow-up with Human Resources

HUMAN RESOURCES (FIRST YEAR)
☐ Evaluate effectiveness of onboarding experience with employee.
☐ Discuss employee’s professional development goals and identify relevant learning opportunities.
☐ Set up Bookmobile ride, if applicable (Sandy or Thad).

SUPERVISOR (FIRST YEAR)
☐ Celebrate the successes and recognize employee’s contributions.
☐ Provide regular information feedback; provide formal feedback during the annual review process.
☐ Have conversation with employee about what has been experienced thus far.
☐ Employee’s expectations of role and Library align with reality
☐ Employee’s skills and knowledge are being utilized and ways to better utilize them; what’s
working, what more is needed, etc.
☐ Begin discussion of the year ahead
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NEW HIRE SURVEY
Employee Name:
Department:

Start Date:
Supervisor:

*Please complete the following survey and return to Kristin Kelly within two weeks of your
start date.
Our goal is to make a positive impact on you during your first days with the TSCPL. Now that your
orientation period has passed, we would like to have your feedback as to your experience. We will use
this information to tailor our welcoming procedures for new employees.
1. Was HR expecting you when you arrived? YES [ ] NO [ ]
2. Was the order of the information presented done in an easy–to-understand format?
a. Initial meeting: YES [ ] NO [ ]
b. Benefits meeting: : YES [ ] NO [ ]
c. Performance Procedure meeting: YES [ ] NO [ ]
3. Was the person presenting the information able to answer your questions during your orientation?
a. Initial meeting: YES [ ] NO [ ]
b. Benefits meeting YES [ ] NO [ ]
c. Performance meeting. YES [ ] NO [ ]
4. Do you feel that you were given enough of a verbal explanation during the meetings?
YES [ ] NO [ ]
If No, please comment on what you feel could have been covered in more detail: ______
5. Did you have a need to contact HR for benefit questions prior to signing up for benefits?
YES [ ] NO [ ]
6. Were your benefit and/or policy questions answered during the meeting or when you inquired
separately? Meeting [ ] Inquiry [ ]
7. Do you feel there is enough information given on the benefits and the information you received
was easy to understand? YES [ ] NO [ ]
8. Did you get what you expected from your New Employee Orientation? YES [ ] NO [ ]
If No, please comment:_____________________________________________________
9. Was the HR staff courteous and professional? YES [ ] NO [ ]
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10. Were the details about your arrival clearly communicated to you?
YES [ ] NO [ ]
11. Was your supervisor present on your first day of work? YES [ ] NO [ ]
12. Were you taken on a tour of the facility? YES [ ] NO [ ]
13. Were you introduced to co-workers (if they work in the same location)? YES [ ] NO [ ]
14. Were you shown the following locations?
a. Restrooms: [ ] YES [ ] NO
b. Lunchroom: [ ] YES [ ] NO
c. Supply Cabinet: [ ]YES [ ] NO
d. Copier/Printer: [ ]YES [ ] NO
15. Was your office/desk set up and ready for you (furniture, PC, and supplies)?
YES [ ] NO [ ]
16. Was your phone and email setup upon arrival? YES [ ] NO [ ] N/A
17. Were you shown how to operate the phone, voice mail, and email systems?
YES [ ] NO [ ] N/A
18. Did you receive an explanation as to the procedure for receiving technical support from the IT
staff? YES [ ] NO [ ]
19. Were you given a copy of your Job Description? YES [ ] NO [ ]
When did you receive it? _______________
20. What was your overall impression of your first few days?
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
21. Please tell us if there are any topics you feel would be beneficial for new staff to learn during their
orientation from their supervisor that were not covered during your orientation:
_______________________________________________________________________
_______________________________________________________________________
22. Please tell us if there are topics you feel would be beneficial for new staff to hear during New
Employee Orientation that were not covered during your orientation.
_______________________________________________________________________
_______________________________________________________________________
23. Please state anything you think we should consider changing or adding to the orientation process
that would add positively to the new hire’s experience:
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
Thank you for your time and responses. This information will not be part of your Personnel File. It will
be used to improve the orientation and training phases a new hire will experience.
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New Hire Name:___________________________________________________________
Signature:
Date:
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