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AMERICAN WATER





Hiring Manager/Supervisor 30-Day Checklist
New Hire:  Jane Doe
First Week

First Two Days
	 FORMCHECKBOX 

	The New Employee will participate in the 2-day New Employee Orientation at SSC in Cherry Hill.

	
	

	 FORMCHECKBOX 

	Take new employee out to lunch with “buddy” (on Day 2).

	
	

	 FORMCHECKBOX 

	Introduce new employee to co-workers.  

	
	


Remainder of First Week

	 FORMCHECKBOX 

	Provide overview information regarding department.  

	
	

	 FORMCHECKBOX 

	Discuss Shared Services and other key company functions (IT Help Desk, Supply Chain. Benefits, etc) and how they support the local business.

	
	

	 FORMCHECKBOX 

	Review SSC Overview Information presentation (provided by Employee Development).  Topics include:

· What is the SSC?

· Benefits of the SSC

· Working with our Business Partners

· Overview of each functional area

· The Role of the SSC

· Companies SSC Supports

· SSC Customer Service

· SSC Metrics and Expectations

· Customer Service Employee of the Month Award Program

· SSC Organizational Structure

· Facilities Operations  (Catering, Mailroom, Supplies)

· Emergency Action Plan 

	
	

	 FORMCHECKBOX 

	Discuss and provide a copy of new hire’s job description. Discuss key responsibilities and expectations of job.

	
	

	 FORMCHECKBOX 

	Discuss first 90-day training/work schedule.

	
	

	 FORMCHECKBOX 

	Discuss work hours and call-in procedures.

	
	

	 FORMCHECKBOX 

	Discuss department acronyms.

	
	

	 FORMCHECKBOX 

	Arrange for safety training (if appropriate/applicable).


Remainder of First Week (- cont -)
	
	

	 FORMCHECKBOX 

	Provide log-in information to systems.

	
	

	 FORMCHECKBOX 

	Discuss company credit card policies (P-card, gas card) and provide copies of policies.  If P-card is to be issued, employee must complete P-Card OnDemand training (via Intranet), achieving a score of 90% or higher, and submit to P-Card Administrator.

	
	

	 FORMCHECKBOX 

	Arrange for business cards to be printed once phone extension and cell phone number have been assigned.  (This step may occur in the pre-hire phase as long as phone and cell numbers are known).

	
	

	 FORMCHECKBOX 

	Hold an expectations discussion with new employee to establish mutual goals for a positive working relationship.  

	
	

	 FORMCHECKBOX 

	Ensure that new employee knows how to enter timesheet information.

	
	

	 FORMCHECKBOX 

	Verify that necessary levels of system access have been established.

	
	

	 FORMCHECKBOX 

	Allow new employee time to bring in their personal belongings and set up their work station, if applicable.

	
	

	 FORMCHECKBOX 

	Check-in with employee intermittently and answer questions as required.

	
	


During First 30 Days
	 FORMCHECKBOX 

	Each Functional Area provided a “Day 3, 4, and 5” Agenda to review with new hires.  In some cases, it may be too much information to share in the new hire’s first week of employment.  

The items in the respective agendas should be reviewed and completed within the new hire’s first 30 days.

	
	

	 FORMCHECKBOX 

	Provide detailed review of Performance Management process and begin to set performance targets.  New Hire will need to attend 2nd phase of Orientation which includes an overview of the Performance Management process, as well as a tour of the Delran Water Treatment Plant.

	
	

	 FORMCHECKBOX 

	Review Behavioral Dictionary with new employee.

	
	


Your signature below certifies that the Manager and New Hire have fulfilled all obligations (listed above) required during the New Hire’s first 30 days of employment.
	

	
	

	
	
	

	
	
	

	Employee’s Signature


     Date
	
	Supervisor’s Signature


       Date
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