Public Works Onboarding Checklist

This municipal onboarding checklist is a structured guide to help new employees in local
government roles transition smoothly into their positions. It ensures compliance with legal
and organizational requirements, familiarizes new hires with municipal culture and
policies, and equips them with the tools and knowledge needed to perform effectively.
Below is a comprehensive municipal onboarding checklist tailored for government settings,
drawing on best practices from onboarding processes and adapted for municipal contexts.

Pre-Onboarding (Before First Day)
1. Send Welcome Communication

e Email a personalized welcome letter with start date, time, location, dress code,
and first-day agenda.

e Include contact information for HR, supervisor, and IT support.

e Provide an overview of the municipality’s mission, vision, and values.

e Attachrequired forms (e.g., tax forms, direct deposit, emergency contact) for
completion before the start date.

2. Complete Employment Paperwork
Collect and verify required documents:

e FormI-9 (employment eligibility verification)

e Form W-4 (federal tax withholding)

e State tax forms (if applicable)

e Employment contract or offer letter

e Non-disclosure agreement (NDA) or confidentiality agreement, if required
e Emergency contact information

Ensure compliance with local, state, and federal regulations, including any municipal-
specific forms.

3. Set Up Workspace and Equipment

e Prepare a workstation (desk, chair, phone, computer, etc.).

e Order necessary equipment (e.g., laptops, monitors, software licenses).

e Forremote or hybrid roles, ship equipment to the employee’s home and provide
setup instructions.

e |ssue security badges, keys, or access cards for municipal facilities.
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4. Configure IT and System Access

Create email accounts, network logins, and access to municipal systems (e.g., HR,
payroll, document management).

Set up access to role-specific software (e.g., GIS tools, permitting systems,
financial software).

Provide IT support contact details and remote access instructions, if applicable.

5. Notify Relevant Departments and Teams

Inform reception, payroll, IT, and facilities of the new hire’s start date.

Share the new hire’s name, role, department, and start date with the team via email
or internal communication platforms.

Schedule a team introduction or virtual meet-and-greet.

6. Prepare Onboarding Materials

Compile a new hire packet including:

Employee handbook with municipal policies (e.g., code of conduct, ethics, public
records laws)

Organizational chart and department overview

Benefits information (e.g., health insurance, pension plans, leave policies)
Training schedules and resources

Municipal-specific guides (e.g., public service protocols, customer service
standards)

First Day

1. Welcome and Orientation

Greet the new hire personally (HR or supervisor).

Conduct a welcome session to introduce the municipality’s history, structure, and
community role.

Provide a tour of the workplace (offices, break rooms, restrooms, council
chambers, etc.) or avirtual tour for remote employees.
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2. Complete Remaining Paperwork

e Review and sign any outstanding forms (e.g., benefits enrollment, acknowledgment

of policies).
e Verify compliance documents (e.g., Form I-9, ethics training certifications).

3. Introduce to Team and Key Stakeholders

e Arrange introductions to immediate team members, department heads, and
elected officials (if applicable).
e Assign a mentor or onboarding buddy to provide guidance and answer questions.

4. Review Role and Expectations

e Discuss job responsibilities, performance expectations, and initial goals with the
supervisor.

e Provide a 30-60-90 day plan outlining milestones and objectives.

e Clarify public-facing responsibilities, if applicable (e.g., interacting with citizens,
handling public records requests).

5. Introduce Municipal Culture

e Explain the municipality’s values, ethics, and commitment to public service.

e Highlight transparency and accountability standards (e.g., compliance with open
meetings laws, public records acts).

e Share community engagement initiatives and how the role contributes to serving
residents.

First Week
1. Provide Role-Specific Training

e Offertraining on municipal systems, tools, and processes (e.g., budgeting
software, permitting systems, or council meeting protocols).

e Conduct compliance training (e.g., ethics, sexual harassment, diversity, equity, and

inclusion).



Public Works Onboarding Checklist

e Provide role-specific workshops (e.g., public safety protocols for police or fire
departments, zoning laws for planning staff).

2. Set Up Regular Check-Ins

e Schedule daily or weekly meetings with the supervisor to address questions and
provide feedback.

e Arrange a one-on-one with HR to review benefits and answer administrative
questions.

3. Facilitate Team Integration

o Organize ateam lunch or virtual coffee break to build connections.

e Encourage participation in department meetings or community events to foster
engagement.

4. Ensure IT and Equipment Functionality

e Confirm all systems and equipment are working properly.
e Provide access to training materials or guides for municipal software.

First Month
1. Monitor Progress and Provide Feedback

e Conduct a one-on-one meeting to review progress, challenges, and adjustment to
the role.

e Set SMART goals (Specific, Measurable, Attainable, Relevant, Time-bound) for the
next 60-90 days.

e Gather feedback on the onboarding process to identify areas for improvement.

2. Deepen Training and Development

e Offer advanced training on municipal processes (e.g., budget cycles, grant
management, public procurement).
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e Provide access to professional development resources (e.g., webinars,
certifications, or local government associations).

3. Reinforce Culture and Community Connection

¢ Invite the new hire to attend a council meeting, community event, or public hearing
to observe municipal operations.
e Share success stories of how municipal employees impact the community.

4. Evaluate Onboarding Effectiveness

e Send a survey to the new hire to assess their onboarding experience.
e Adjust the checklist based on feedback to improve future onboarding.

First 90 Days and Beyond
1. Conduct Formal Check-Ins

e Schedule 30-, 60-, and 90-day reviews with the supervisor to discuss performance,
role clarity, and job satisfaction.
e Address any concerns and adjust goals as needed.

2. Encourage Ongoing Development

e Connectthe new hire with professional networks (e.g., state municipal leagues,
ICMA).
e Provide opportunities for cross-departmental collaboration or shadowing.

3. Foster Long-Term Engagement

e Recognize contributions through public acknowledgment or employee appreciation
programs.

e Encourage participation in community outreach or volunteer initiatives to
strengthen ties to the municipality’s mission.



Public Works Onboarding Checklist

4. Ensure Compliance and Documentation

Verify completion of all mandatory training (e.g., ethics, cybersecurity, public
records).

Update HR records with signed forms, training certificates, and performance
reviews.

Additional Considerations for Municipal Onboarding

Remote or Hybrid Employees: Customize the checklist for virtual onboarding,
ensuring equipment delivery, virtual tours, and regular video check-ins to maintain
engagement. Provide clear instructions for accessing municipal systems remotely.
Role-Specific Checklists: Tailor checklists for different roles (e.g., public works,
clerks, police, or planners) to address unique training needs, such as safety
protocols or regulatory compliance.

Public Sector Compliance: Emphasize adherence to laws like the Freedom of
Information Act (FOIA), open meetings laws, and ethics regulations. Include training
on handling public inquiries and maintaining transparency.

Community Focus: Highlight the employee’s role in serving the public and building
trust with residents. Include community engagement activities to connect new hires
with the municipality’s goals.

Onboarding Software: Use HR or learning management systems (LMS) to automate
tasks, track progress, and store documents. Examples include Paycom, Workable,
or municipal-specific platforms.

Benefits of a Municipal Onboarding Checklist

Streamlined Process: Ensures consistency and efficiency across departments,
reducing administrative errors.

Compliance: Meets legal and regulatory requirements, minimizing risks for the
municipality.

Employee Engagement: Creates a welcoming experience, fostering a sense of
belonging and commitment to public service.

Retention: A structured onboarding process can improve retention by clarifying
expectations and building connections, critical in public sector roles where turnover
can disrupt community services.

Productivity: Equips new hires with tools and knowledge to contribute quickly to
municipal goals.



