On-boarding Process
Step Two: On-boarding – 90-Day Checklist

	· Continue to have dialogue with the employee about experiences and how they match what the employee expected.

	· Review progress toward initial goals and make adjustments if necessary.

	· Discuss any concerns or issues and any questions the employee has.

	· Provide feedback on the employee’s performance and solicit feedback from the employee.

	· Discuss the organization’s career development philosophy and how it applies to the employee. Encourage the employee to contact the Department of Human Resource Management’s Career Center for one-on-one career planning assistance.

	· Continue to check in with the employee on how the on-boarding process is going and ask for suggestions for changes.

	· Ensure that the work buddy/mentor and the new employee continue meeting and establishing a productive relationship.
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