



Pre–First Day
· Letter of Understanding is signed and properly filed
· Background check is completed and approved by the Safe Environment Office
· New hire has completed PGC requirements and created a Virtus account
· Paycor onboarding invitation has been sent and employee is accurately entered into the system
· Submit completed benefits enrollment/waiver to HR
· Computer and email account are set up for the employee
· First-day instructions have been emailed to the employee
· A picture for their badge is submitted to be ready by the first day (If applicable)

First Day
· I-9 documentation is completed for the new employee
· Paycor onboarding information and tax forms are reviewed and confirmed
· Confirm completed benefits enrollment/waiver to HR
· Training schedule is established for the new hire
· Inform new employee of the Principal Retirement system

Optional / Recommended
· Review Employee Handbook and/or other policies with the new hire
· Provide a workplace tour
· Host a welcome lunch with the team
· Schedule weekly or bi-weekly check-ins
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