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First Day Checklist 
This checklist is intended to help set out everything that should be done during the new employees first day 

· Greet new employee at the door 
· Introduce the new employee to their colleagues and department leader
· Show the new employee their workstation or where they will be working
· Organize a tour of the hotel. Show the employee the essentials, entrances, exits, clock in stations, break areas, guest floors and rooms, elevators, kitchen etc.  

· Check that all credentials work such as keys, punch cards, security cards, etc. 
· Ensure that employees equipment is working properly (ex. Computer, phone, etc.) 
· Provide access to online learning (if you have it) or visit www.ahsa.ca 
· If possible, provide new employee with an hourly schedule for their first week so they know what to expect each day

· Review new employee handbook, including guidelines, policies, and procedures with the employee  

· Introduce new employee to their onboarding “buddy” and have new employee shadow them 
· Set up a welcome lunch or get together with the new employee and their team 
· If possible have a one-to-one meeting with the employee at the end of the day and discuss how their first day went [bookmark: _GoBack]Replace with your hotel logo

