Statement of Process
for
Check-In and On Boarding

1. Workforce Development Office will work with the hiring Manager/Supervisor on the justification to hire and determine the hire date.
a. HR will include Salary and stipend information for the Selection/On Boarding Letter  
b. Workforce Development office will send out the On Boarding Letter and Employees first day agenda (back-up Senior Administrative Staff)(Letter located at L:\WorkForceDevelopment\Letter_Memos
c. Agenda will be edited a bit for Internal Transfers (they will not need any paperwork done with HR at COB) 
d. Non-Selection - The hiring Manager/Supervisor, will notify the Administrative staff when to prepare the letters for their signature

2. Workforce Development office will send Senior Administrative staff an email with the On Boarding letter and Agenda to initiate the Check-In form.  

3. Senior Administrative Staff will assign processing the Check-In form to the appropriate staff. 

4. The Administrative staff will contact the Supervisor/Manger to go over the Check-In form to ensure all areas are covered and complete.  IMPORTANT:  Ensure that the footprint ticket for email and hardware has been executed. The footprint ticket needs to be completed ASAP to ensure Client Tech has as much time as possible to prepare the device for deployment.

5. Administrative staff will ensure new employees desk has a “Welcome Box”, which includes essential office supplies and put up the “Welcome Sign”. 

6. Give Check-In form to the Supervisor to initiate the areas of their responsibility.
a. Supervisors should keep for 30 days, no other retention is required

7. Employee Start dates – We have held every Monday (Tuesday if Monday is a holiday) as the official start date to consolidate as many new hires as possible to be able to follow the Agenda (below) for the employees first day.

AGENDA includes (in Red are the areas each section will go over with the employee):

0830 	3rd floor - Cross Building with Human Resources and complete the new hire paperwork with Ruth Allen (HR will go over all New Hire paperwork)
1015	Travel/break to 51 Commerce
1030	Derek Mullens – 4th floor – security badge (OIT Security office will give the new employee their security badge, cover basics for system security, and assign security training that is required)
1050   Roger Gagnon - Building Tour – Introductions (Building Committee will get them a tour of 51 CC and go over other building details)
1110	Kelly’s office – 3rd floor – workforce development (Workforce Development office will go over the following items with the new employee: TAMS, Benefits, Employee Center and Website)
1145	Leader/Mentor - pick you up from Workforce area, and discuss lunch plans (Supervisor/Mentor will pick up new employee and discuss lunch plans)
1315	Meet with Joy Lazore and the assigned Technology person for computer set up and overview of services the help desk provides; show footprints and online resources that may be of help (Meet with Client Technology staff for computer set up and overview as stated)
1400    Assigned area –introductions to team and director; spend remainder of the day in department 
