Onboarding Process for New Employees in Colorado

. Pre-Employment Requirements

o Background Check: Conduct a pre-employment background check as appropriate
for the position.

o Offer Letter: Provide a written offer letter outlining job details and expectations.

. Required Forms and Documentation

Form I-9: Verify employment eligibility. Section 1 must be completed by the
employee by their first day, and Section 2 by the employer within three business
days.

Federal W-4: Collect for federal tax withholding.

Colorado State W-4: Collect for state tax withholding.

Colorado New Hire Reporting Form: Submit within 20 days of the employee's
start date to the Colorado State Directory of New Hires.

. First Day Essentials

Welcome Email: Send details about the first day, including time, location, and
necessary instructions.

Workspace Preparation: Ensure the employee's workspace is ready with
necessary equipment and supplies.

Office Tour and Introductions: Familiarize the new hire with the workplace and
introduce them to team members.

. First Week Activities

Technology Setup: Assist the employee in setting up computers, email, and
access to necessary software.

Policy Review: Discuss company policies, procedures, and expectations.
Assign a Mentor: Pair the new employee with a mentor to aid in their transition.

. Ongoing Integration

Regular Check-Ins: Schedule meetings to provide feedback and address
questions.

Performance Reviews: Conduct 30-day, 90-day, and annual performance
evaluations.

Feedback Collection: Gather feedback on the onboarding process to make
improvements.
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Separation Process for Employees in Colorado
1. Notification and Documentation

Resignation Letter: Employee submits a resignation letter to their supervisor.
Separation Notice: Provide a separation notice to all departing employees,
regardless of the reason for separation, to inform them about potential
unemployment benefits.

2. Offboarding Checklist

Return of Company Property: Ensure all company property is returned, including
keys, ID badges, and equipment.

Access Revocation: Disable access to company systems and facilities.

Final Paycheck: Issue the final paycheck in accordance with Colorado state laws.

3. Exit Interview

o Conduct Exit Interview: Offer an exit interview to gather feedback and provide
information about benefits continuation.




