
New Hire Integration Page 1                                                                        Mindset Consulting 

How to Create a New Hire Integration Checklist 

The idea of a checklist may sound overly simple, but the New Hire Orientation Checklist will have a 
profound impact the next time you integrate someone new into your business:  . 
 
The idea is to have a simple one- or two-page Integration Checklist of items each New Hire will encounter 
for the first week or two.  You can provide check boxes beside each item on the list and create a place for 
their signature and date upon completion – after which they would turn it over to you.    
 

a. Fill in applicable documents and forms for hiring and payroll etc.  

• Have all required HR documentation and paperwork either clipped to the Orientation 
Checklist or in an envelope - with clear instructions on how to complete them and who to 
return them to. 

b. Provide them with a contact list for resources in the office and/or company (names & telephone 
directory). 

c. Identify each of the software resources they will be using and ensure they: 

• Have access to it on their PC (ie. working user IDs and passwords) 

• Have a list of technical resources for troubleshooting problems 

• Have a list of educational resources for each application they may be using so they can 
undertake reading, tutorials and or enroll in training sessions as required.  You may even 
want to include a schedule for this training to give them even more direction here. 

• Make sure they are signed up for any necessary training and workshops for the software 
resources they will be required to use. 

d. Have them read the HR Policy & Procedures  

e. Have them read (re-read) your client kit and any other important tools you use to deliver your 
Investment Planning and/or Financial Planning Services. 

f. Have them fully re-review and become familiar with your website.  

g. Give them their Daily “To-Do” List – a simple list that will walk them through all their daily routines 
(have them refer to the Procedures Manual for detailed instructions). 

• All daily routines should be supported by automation, with recurring tasks and 
notifications, as and when required: 

• This ensures everything is process-driven and nothing is missed 

• It is easy for supervisor to check status of daily to-do’s discretely 

• Fosters an environment of independence 

h. Have them become familiar with their Weekly “To-Do” List – this week’s priorities, not necessarily 
done that day, but for the workweek.   
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• Provide them with a copy of your Weekly Team Meeting Agenda and tell them to schedule 
this for themselves on their organizer as a recurring activity. 

i. Have them become familiar with your Quarterly Business Planning & Outlook. This will show them 
what the focus is for the next 90 days. 

j. Have them become familiar with the Annual Calendar of Events.  This could be as simple as 
providing them with a year at-a-glance schedule of client deliverables, including client events, 
team events, other client initiatives (ie. Thanksgiving or Holiday Card/Gift Preparation), team 
meetings and other time-of-year specific commitments. 

k. Review protocols for internal and external communication as outlined in the Procedures Manual 
for the many forms of communication.  This means outlining when and how they are used, as well 
as identifying any templates that are followed for consistency and branding purposes: 

• Email 

• Pink message slips 

• Telephone 

• Mail  

• Fax 

• Courier 

l. Check to see if they have any questions. 

 


