Manager Checklist

The next two checklists were created for you, the manager to use to ensure a smooth transition and welcome into The Johns Hopkins Hospital and Health System.  The first checklist identifies things you should do prior to the employee starting.  The second checklist offers suggestions to prepare current staff for the arrival of the new employee as well as logistical things that need to occur for the new hire to feel welcomed.

 
Pre-Hire Checklist

Objective:  Begin developing a relationship with a new staff member

	Need
	Activity

	Career Services Sends to New Employee
	· Pre-hire packet with general information:o
· Directions
· Hours
· Dress code for orientation and department
· Departmental orientation plan
· Parking arrangements
· Emergency phone number to use during 1st week of orientation
· Confirm salary and hours

	Call New Employee
	· Welcome, confirm arrival, answer questions
· Address above issues, if not sent to employee
· “Have you completed pre-hire activities such as physical and screening?”
· “Have you made housing arrangements?” (if coming from out-of-state)
· “Do you have any questions about your orientation?”
· Review schedule and send via email or regular mail
· “We look forward to you joining our team!”






TIP: Part of creating the right expectation for new staff members is showing them that you are organized and preparing for their successful entry to the organization.  It sends the message that they are important and valued, and that you are excited to have them join the team. 
Getting Started:  Pre-Hire to Start Date

Objective:  Prepare the department for the arrival of a new staff member

	Need
	Activity

	Space Prep
	· Clean the employee’s office or work area
· Provide supplies (stapler, paper clips, paper, pens, etc)
· Assign locker (as appropriate)
· Obtain appropriate keys
· Obtain signage/name plate (as appropriate)

	Staff Prep
	· Plan welcome event
· Inform staff and key clients of employee’s arrival date
· Identify a buddy for this employee
· Arrange for lunch on 1st day with a staff member

	New Employee Prep
	· Set-up an E-mail account (Call the department’s JHED Administrator); cannot be activated until after JHMCIS has received new hire paperwork on the Wednesday following orientation)
· Set-up a telephone and voice mail account  (Call Telecomm at x5-7994)
· Obtain a pager (as appropriate) 
· Prepare to order business cards (if appropriate) – name, title, phone, office, fax, E-mail address, pager
· Complete orientation schedule
· Schedule outside training (e.g., E-mail, SAP, etc.) and department training







