
NEW HIRE OVERVIEW 

New Employee Orientation Checklist- it covers the different components that we want to make 

sure we are capturing as it relates to the orientation. 

 

New Hire Orientation Agenda-  this will give them an idea of the flow of operations for our 

orientation and it is extended over a two process, but this is just our preference. 

 

HR Tax and Authorization Forms-  the A-4 and W-4 forms are your basic tax documents that 

need to be completed for any part-time or full-time employee.  The I-9 needs to be completed 

by the new hire and the HR representative on day one. 

 

Authorization of Release of Information- this gathers the employee’s consent to have a 

background screen completed on the new hire.  We currently have this information listed on 

our employee application so that we do not have to gather it again during New Hire 

Orientation.  

 

Personnel Action Form- this form just allows us to gather basic demographic information to 

enter into our HRIS database. 

 

Other things to consider during orientation: 

 

 Getting to know the new hire by having someone to navigate them throughout their 
orientation process if possible 

 Describe your Company vision and history 

 Cover your benefits package 

 Cover your critical components of your Company handbook 

 It may be a good idea to have breaks between long informational sessions 

 Be sure to list any company perks 

 Provide a nice welcome statement/ gesture (ie. decorating the new hires office space 
with snacks, juice and water; welcome basket of emails from existing employees that 
awaits the new hire until they first logon to their email account. 

 Some smaller companies make an attempt to take the new employee out to lunch. 

 Provide some form of company paraphernalia if possible 

 Provide a feedback document or session to help improve your process 


