Supervisors’ Onboarding Checklist

Phase 3: The First Week

Item : 1. Security

L]
L]

a. Procure the Common Access Card (CAC)
Assist the New Hire in navigating the process of obtaining a CAC.

b. Procure a Building Badge (if necessary)
Assist the New Hire in navigating the process of obtaining a building badge.

Item : 2. Training
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a. Complete Required Online Training
Ensure that New Hire continues working to complete required online training materials. Assist
them as necessary.

b. Explain the Performance Management system.
Explain the Performance Management system. Help the new hire to set objectives. Start the
new hire on drafting a performance plan.

c. Explain the Time and Attendance System
Configure the computer for SLDCADA and train the New Hire to use it.

d. Register New Hire for Orientation/Acculturation
Ensure that the new hire is registered and will have time to attend appropriate face-to-face
orientation, acculturation, and initial training programs.

Item : 3. Approval

[]

a. Approve the New Hire's Performance Plan
Review the New Hire's Performance Plan, make corrections or modifications as necessary, and
approve it.
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