Company letterhead here


Team Member Name ​​​​​​​​​​​​​​​​​​​​​​​​​​​________________________Start Date ______

Assigned Mentor _________________________________________
A Mentor is an experienced Team Member who can provide answers to operational issues, product and services questions and process and procedure guidance.

The Store Manager, Assistant Manager or Store Supervisor and the new Team Member should review the progress in daily or weekly meetings.

	Who
	When
	Date

Complete
	Organization

	
	Day 1
	
	New Team Member Welcome

	
	Day 1
	
	Store tour

	
	Day 1
	
	Introduction to other team members

	
	Day 1
	
	Log into payment software

	
	Day 1
	
	Create account

	
	Day 1
	
	Complete personal info

	
	Day 1
	
	Complete I-9 forms

	
	
	
	Manager reviews I-9 forms

	
	
	
	SSC HR Submits I-9 forms to e-verify

	
	
	
	E-verify Confirms Right to Work in US

	
	Day 1
	
	Tax withholding documents complete

	
	Day 1
	
	Payment options selected

	
	Day 1
	
	Emergency contacts identified

	
	Day 1
	
	Team Member Handbook Review

	
	Day 1
	
	Welcome aboard! 

	
	Day 1
	
	Legendary customer service

	
	Day 1
	
	Equal Opportunity and Anti-Harassment Policy overview

	
	Day 1
	
	Immigration law compliance

	
	Day 1
	
	Work schedule

	
	Day 1
	
	Time records and pay procedures

	
	Day 1
	
	Tardiness and team member absences

	
	Day 1
	
	Workplace conduct

	
	Day 1
	
	Workplace violence

	
	Day 1
	
	Possession of weapons


	Who
	When
	Date

Complete
	Organization

	
	Day 1
	
	Drug and alcohol-free workplace

	
	Day 1
	
	Tobacco use

	
	Day 1
	
	Telephone etiquette

	
	Day 1
	
	Personal telephone calls

	
	Day 1
	
	Use of email

	
	Day 1
	
	Use of social media

	
	Day 1
	
	Proper use and care of company assets

	
	
	
	

	
	Day 1
	
	Acknowledgement of Review and Receipt of Anti-Harassment and Anti-Discrimination Policy-Signature

	
	Day 1
	
	Acknowledgement of Review and Receipt of the Handbook

	
	
	
	

	
	Day 1
	
	Safeguarding your personal belongings

	
	
	
	Health and Safety

	
	Day 1
	
	Safety

	
	Day 1
	
	MSDS-your right to know about hazardous chemicals

	
	Day 1
	
	Emergency procedures

	
	Day 1
	
	First aid

	
	Day 1
	
	If you have an accident

	
	Day 1
	
	Emergency exits

	
	
	
	

	
	Week 2
	
	Review benefits section of team handbook

	
	Week 3
	
	Review leaves of absence section of team handbook

	
	Week 4
	
	Review paid family and medical leave section of team member handbook

	
	
	
	

	
	Day 30
	
	Store manager provides a 30-day review of team member performance

	
	Day 30
	
	Team member provides review of onboarding process
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