This New Staff First Day Checklist was generously provided by Killington Ski & Summer Resort, Killington, VT. HR gives this to new employees to help them make sure they ask their new supervisor for all the critical information they need. It’s an excellent example of one of the points made in the white paper “Successful Onboarding: How to Get Your New Employees Started Off Right”: Make it easy for new hires to ask questions. Because most new hires feel reluctant to ask a lot of questions and don’t even know some of the questions they should ask, providing structure and the message “It’s good to ask questions” helps them not only get the information they need, it also helps them feel less anxious, knowing that it’s OK to ask.
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NEW STAFF

FIRST DAY CHECKLIST
On your first day of work, make sure that you find out the following information:

1. Where you should park:

2. What you should wear:

3. Where you should be signing in or swiping in:

4. Where you can store your belongings:

5. Where your schedule is posted:

6. Where the department bulletin board is:

7. Where phone is located to report an emergency (x4444 or 911):

8. What phone number you should call if you are sick or will be late:

9. Where you can take a bathroom break, lunch break, or smoke break:

10. Where you can pick up your paycheck on Thursdays:

11. Take a tour of your building to familiarize yourself with locations such as food court, retail outlets, guest services desks, storage areas, First Aid, etc.


12.  Who else can help with questions or problems, besides your supervisor?

13.   Where can you see today’s Hot Sheet, and can you get on the Killington Intranet?

14.   Other department specific things to know:
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For articles by David Lee on improving morale, attracting and retaining employees, and creating a Magnetic Employer Brand ™, go to www.HumanNatureAtWork.com

