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The employee pre-boarding checklist 
Step 1: communicate with the new employee through email
· Welcome the new employee to the company
· Indicate the starting date and time as well as the location
· Present the schedule for the first day
· Remind them of the documents required 
· Attach a sheet with brief information about the company
Step 2: communicate with the existing employees 
· Communicate the job title of the new employee as well as their department
· Indicate the date the employee is expected to start the job
· [bookmark: _GoBack]Indicate the time set aside to welcome the new employees 
Step 3: Preparing the office for the new employee 
· Identify and acquire the equipment for the new employee 
· Create a job email account for the new employee if necessary 
· Prepare a package for welcoming the employee 
· Set aside the key to the office or the keycard 
Onboarding checklist 
First day 
Step 1: welcome the employee and give them a tour 
· Meet the new employee 
· Introduce the new employee to the others within the organization 
· Provide the welcome package 
· Provide the employee with a brief tour of the organization 
· Attach a brief sheet about the organization 
Step 2: set up the equipment and desk for the employee 
· Provide the office supplies to the employee 
· Provide them with the key to the office as well as any keycards for elevators or parking
· Provide the employee with required IT equipment 
Step 3: paperwork 
· Discuss the employee compensation
· Discuss the organization’s work policies 
· Explain the safety policies of the organization 
· Allow the employee to fill the necessary forms 
Step 4: organizational chart 
· Introduce the employee to the organizational structure 
· Allow the employee to meet their department manager 
First 30 days 
· Schedule meeting with the new employee 
· Schedule regular meetings with the employee 
· Organize any necessary training for the employee 
First 90-180 days 
· Conduct a progress review on the employee
· Conduct an employee survey on the onboarding process 
· Schedule the necessary meetings with the employee 
· Organize networking gatherings 
Policies and practices 
The organization can introduce various policies that help in ensuring the employees within the organization have the required experience. Methods of retaining employees within the organization can help in ensuring the most skilled employees in the organization do not leave after a short while. The organization also requires policies and procedures which can help it attract the best talent to the organization over others (Hunt, 2017).
Talent attraction practices 
The employee benefits program is key to attracting employees. The company can establish employee compensation and benefits programs that are enticing to the new employees. The organization needs to conduct research on the attractive benefits provided to employees in other organizations. Providing benefit programs that are relatively better compared to the ones provided in other hospitals can attract the best talent. Providing a better salary or employee benefit programs such as health insurance, disability insurance as well as proving paid time off when employees are sick or on vacation can also attract more employees to the organization. 
An organization can also build an employee-focused culture. An organization that takes care of its employees is likely to gain the best reputation in the organization which can help in attracting more employees. The employee-focused culture can include providing the employees with flexible work schedules which can allow them to work in the best comfortable way. The organization can also establish a culture of providing employee training. Employees who seek to improve their skills as they work within the organization can be highly attracted by any educational or training programs provided within the organization (Hunt, 2017).
Employee retention 
The employee retention techniques a crucial part of promoting experience among the employees. The organization can implement various strategies that can convince the employees to remain in the organization for a long time. Some of these strategies include proving a competitive salary. The organization can provide a better salary than other organizations that attract skilled personnel. Providing a competitive salary minimizes the chances of the employees quitting in search of a better salary (UWIMPUHWE, MUSHABE & Bally, 2018).
Hiring the right employees at the start can also help the organization in promoting employee experience. The organization can check on the employee’s past jobs and investigate the time the employee took in any organization. This can help in identifying the employees who are highly likely to quit over a short period of time and employees expected to be loyal to the organization. This way, the organization can recruit the best employees with low chances of quitting their jobs (Sokro, 2018). 
Creating a conducive work environment can promote the retention of employees within the organization. A conducive working environment includes providing the employee with a comfortable working space as well as promoting a better experience in the workplace. Organizations that provide the employees with good working experience have low chances of losing them. Some practices which promote a good working experience within the organization include promoting teamwork and other exercises that promote teambuilding. Providing a flexible work schedule for the employees can also allow the employees to attain a work-life balance. The job provided by the organization should not limit the ability of the employee in conducting day to day life tasks. With this, employees can be motivated to work for the organization more than other organizations which not only fails to provide a conducive working environment but also fail to promote the welfare of other employees (Sokro, 2018).
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