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Leaving 15% that are.
This is a global average.
But only 33% of U.S.
employees ARE engaged at
work!

OmniTel Onbearding Checklist

This onboarding checklist will help ensure our new hires are set up for success in their new role and will make sure
we don't miss any critical steps. Be sure to begin this process at least one week before the new hire begins.

Employee Name:

Manager:

Preboarding Steps (prior to first day):

O Call potential new hire to make offer. Be sure to cover all the points of interest.
O Provide desired deadline to respond back, this can be an email.

O Once pasition is accepted; verbalize and email the new hire the following:
O Awelcome email confirming the start date.

O Provide first day instructions on where to meet HR and at what time.

O Provide an electronic copy of the first day's agenda, job Handbook for p
direct deposit information, state and federal W4 forms, 1.8 required documents (Driver's ID, SS
Card, OR Passport), filled out for our records.

O Send IT an email requesting the following:
O Setup new employee email addrass.
O Setup new employee security badge access.

O setup for time heet access.

O Provide ploys licati sthority.

O Request that necessary devices be obtained and set up for the individual (cell phone, laptop/icomputer).

O HR will hire pap: El their start date.

O HR will schedule a “local” tour to be provided by a manager, on the first day.

O HRto assigna a them.

O Put together a “swag bag” and attire if position requires.
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Onboarding Steps (their first day):

O *“Orientation™ On their first day,
O Turn in Direct Deposit Form.
O3 Turnin state & federal Wd forms.
OTurnini-g;
O Turnin employment application.
O Explain the mentor program & who theirs will be.
0 Review safety policies.

=] wpany's annusl review or

=]
obtain signature that it was reviewed.

o i
worksheet (contact numbers).

I Take a photo for
O Provide them their company “swag bag".

3 Provid e

o
o

O Provide a tour of i of the local facilities;
co's, landmarks, etc, it

O Inform that the direct manager will be taking over after the tour, to continue with their departmental
training.

O Explain that they will Survey"for a"Getto
Know You™

=]

First Week:
O In the first week, HR to work with department manager on facilitating training on/for:
[ CPNI/RED FLAG
O Cyber Security
0O Broadband Labels
O Plant Safety

O Discuss having new employee join team meetings throughout the company; to introduce them in
person and allows them time to absorb the culture,

[ Discuss having the new employee travel to territory locations within the first 90 days. Suggest
having another team member go, or manager.

O Schedule the new employee for a meeting with the CEO/General Manager.

[ Verify that the mentor has touched base with the new employee by the end of that first week.

OlJob-Specific Training; this would be tailored to the new hire’s specific role, per department.
O Department Manager works to facilitate job specific training; tailored to their role in the company.

O Introduction to all the tools, systems, software, applications, lingo, procedures, etc.
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Do the best you can until
you know better.

Then when you know better,
do better.

“Maya Angelou
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