Onboarding Checklist for Supervisor
	After Offer Letter Sent

	Task
	Date/Result

	Receive Signed Offer Letter
	

	Get New Employee ID #
	

	Complete Onboarding Form
	

	Before 1st Day

	Identify Security Needs
	

	Identify a Peer Mentor/“Ask Coach”
	

	Identify and Forward Weekly Meetings for 1st Week
	

	Identify Lunch Plan for Day 1
	

	Develop Week 1 Outline using template
	

	Prepare Desk Materials
	

	Have Executive Sponsor Send Email Announcing New Employee to OMESISDALL@omes.ok.gov using template
	

	Develop Week 2 Tasks Checklist using template
	

	
	

	1st Day Materials on Desk

	Security Forms
	

	Week 1 Outline
	

	New Employee Reference Guide
	

	Phone Instructions
	

	Job Description
	

	Week 2 Tasks Checklist
	



