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New employee onboarding is the process of 
integrating a new employee with the school 
system and its culture, as well as getting a new 
hire the tools and information needed to 
become a productive member of the team.

Every phase of the onboarding process with a 
new employee is important, from before they 
begin their job, through their first month, to 
the successful completion of their first year.

 Initial On-Boarding Process

 Providing employees with HR information ad 
documents.
 Employee Handbook
 Employee Portals
 Insurance and Benefits
 HR and Payroll Documents
 Absence Reporting Procedures
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On-Boarding of new employees includes:
 Review of Job Description
 Review of Board Policies and Procedures
 Review of Benefits
 Collection of necessary personnel documents
 Training on Employee Time Management System and 

Absence Reporting System  
 Training on Alabama Ethics Law
 Other 

 Personnel and payroll must work closely together to ensure 
the employees’ personnel and payroll records are accurate
 Valid Certificates 
 Highest Degree
 Advance Degrees during school year
 Fingerprinting and Background checks
 I-9 and E-Verify
 New Hire Reporting
 Employee Benefits
 Employee Leave
 Salary and supplements 

 Experience Verifications
 Retirement

 Tier 1/Tier 2
 Insurance

 Just as employees begin their employment 
process they also end employment. 

 Should have a policies and procedures for 
ending employment.

 Policies and procedures will assist in 
maintaining safety, security, accountability 
and accurate payroll



9/20/2018

3

 Employee exit procedures includes:
 Forms
 Checklist
 Meeting with Supervisor and Personnel/Payroll
 Gain information beneficial to the system
 Deductions
 Final Check
 Insurance
 Sick Leave Bank
 Other payroll issues
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